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SUBJECT :  Commercial Activities Program Procedures

References: (a) DoD Instruction 4100.33, “Operation of Conmercial and
| ndustrial-Type Activities ,“ February 25, 1980 (hereby
cancel ed) \
(b) DoD Directive 4100.15, “Commercial Activities Program

August 12, 1985
(c) OMB Circular A-76, “Performance of Commercial Activities ,

August 4, 1983
(d) through (w), see ® nclosure 1 *

A, REISSUANCE AND PURPOSE

This Instruction;

1. Reissues reference (a) to update policy, procedures, and responsibilities
required by references (b) and (c) for use by the Departnment of Defense (DoD)
to determ ne whether needed commercial activities (CAs) should be acconplished
by DoD personnel or by contract with a commercial source.

2. Cancels DoD 4100 33-H, “DoD In-House vs.Contract Comrercial and
I ndustrial Activities Cost Conparison Handbook.

B. APPLICABILITY AND SCOPE

1. This Instruction applies to the Ofice of the Secretary of Defense
(0SD), the Military Departments, and the Defense Agencies (hereafter referred
to collectively as “DoD Conponents”).

2. Its provisions contain DoD procedures for CAs in the United States,
its territories and possessions, the District of Colunbia and the Commnweal th

of Puerto Rico.

3. Its provisions are not mandatory for CAs staffed solely with civilian
personnel pai d by nonappropriated funds, such asmlitary ® xchanges. However,
Its provisions «re mandatory for CAs when they are staffed partially wth
civilian personnel paid by or reinbursed from appropriated funds, such as
libraries, open messes,and other norale, welfare, and recreation (MWR)
activities. Wwen related installation support is being cost conpared under
asingle solicitation, a DoD Conponent may decide that it is practical to
include activities staffed solely wth civilian personnel paid by nonappro- .
priatéd funds. -

4., This Instruction does not:

a. Apply to governmental functions as defined in e nclosure 2.



b. Apply when contrary to |aw, e xecutive orders, Or say-treaty or
internationsl agreenent.

c. Apply in tines of a declared war or mlitary nobilization.
d. Provide ® uthority to enter into contracts.

«. Apply to the conduct of research e nd devel opment, e xcept for
severable in-house CAs in support of research ¢ nd devel opnent. such as those
listed i n encl osure 3.

\

f.  Justify conversion to contract solely to e void personnel ceilings
or salary limtations.

g- Authorize contracts that establish «n enployer-enployee relationship
bet ween the Departnent of Defense e nd contractor enployees «s described in the
Federal Acquisition Regulation (FAR) 37.104 (reference (d)).

c. DEFIN TIONS

1. Terms used in this Instruction «re defined in e nclosure 2.

D. POLICY

|t is DoD Pelicy to:

1. Ensure DoD Missiom Acconplishnent. The inplenentation ofthis
I nstruction shall consider the overall mssion of the Departnment of Defense
e nd the def «nse obje ctive of maintaining readiness e nd s-stainability to
e NSUre ecapability tonobilize the defense force and support structure.

2. Retain Governnental Functions In-House. Certain functions inherently
«reGovernnental in nature, “being so intimately related to the public interest
«S to mandate performance only byDoD personnel. These functions are not in
competition Wi th commercial sources; therefore these functions shall be
perforned by DoD personnel.

3. Rely on the Commercial Sector. DoD Conponents shall rely on commer-
cially avail abl e sources to provi de commercial products and services. Except
when requi red for national defense, when no satisfactory commercial source is
® vailable, or when in the best interest of direct patient care. DoD Conponents
will not start, expand, or carry on eny CAs to “provide comercial products or
services i f the products orservicescan be procured moreeconomcally from
commercial sources.

4. Achieve Econony and Enhance Productivity. Conpetition enhances quality,
e congny, e nd productivity. \Wenever performance by a commercial source of a
DoD ‘in-house CA is permssible, in e ccordance wth this Instruction and its
implementing | nstructions, econparison of the cost of contracting and the
cost of in-house performance normally shall be performed to determne who wll »—
do the work. The restriction ofesolicitationto® preferential procurement . ...’
program does not pegate this requirenent.
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5. Permit Interimln-House Operation. A DoD in-house CA may be estab-

lished on a tenporary basis if a contractor defaults. Action shall be taken
t o resolicit bids or proposals in accordance wth this Instruction.

E. PROCEDURES

1. Inventory and Review Schedul e (Report Control Symbol DD-MIL(A)1540)

o. Information in e ach DoD Conponent’s inventory shall be used to
« 5sess DoD inmplementation of OMB Crcular A-76 (reference (c)) and for other
piurposes. Each Componeat's inventory shall be updated at [east annually to
refl ect changes to their review schedule and the results of reviews, cost
conparisons, and direct conversions. Updated inventories for all DoD Conponents
except National Security Agency/Central Security Service (NSA/CSS) and the
Defense Intelligence Agency (DIA) shall be submtted to the Assistant Secretary
of Defense (Acquisition e nd Logistics) (ASD(A&L) ) within 90 days e fter the e nd
of e ach fiscal year. Inventory data pertaining to NSA/CSS and DI A shall be held
at the specific Agency concerned for subsequent review by properly cleared per-
sonnel. Enclosure 3 provides the codes and explanations for functional areas
and enclosure 4 provides procedures for submtting the inventory,

b. DoD Conponents review schedul es should be coordinated with the DoD
Conponent’s Efficiency Review Program and the Defense Regional Interservice
Support (DRIS) Program (reference (e)) to preclude duplication of efforts and
to make use of information already avail able.

c. Reviews”of CAS that provide interservice support shall reschedul ed
by the supplying DoD Conponent. Subsequent cost conparisons, whea appropri ate,
shall be executed by the same DoD Conponent. Al affected DoD Conponents shall
be notified of the intent to performa review

2.  Reviews

o. Existing In-House CAs. DoD Conponents shall conduct reviews of
in-house CAs in e ccordance with their established review schedules. Existing
| n-house CAs, once reviewed shall be retained in-house wthout a cost conparison
only when certain conditions are satisfied. (Detailed documentation wll be
mai nt ai ned tosupport the decision to continue in-house performance. ASD(A&L)
shall be notified within 30 days of any such decision.) The-se conditions are
as follows:

(1) National Defense. In nost cases, ® pplication of this criteria
shal| be made considering the wartine and peacetine duties of the specific
positions involved rather than in terns of broad functions.

(a) A CA, staffed with miltary personnel who are assigned
to the activity, may be retained in-house for national defense reasons when
the followng e pply:

1. The CAis essential for training or experience in
required mlitary skills;

2. The CA is needed to provide appropriate work assign-
ments fOr a rotation base for overseas or sea-to-shote assignnents; or
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3. The Cais necessary to provide career progression to -
needed mlitary skill levels.

‘(b) Core Logistics Activities. The core logistics capability
reported to Congress, March 29, 1984, under the provisions of Public Law 98-525,
Section 307 (reference (f)) is conprised of the facilities, equipment, and
management personnel at the activities listed in the report. The work at
those activities may be performed by e ither governnent or contractor personnel,
whichever is nmore cost effective. Core logistics activities reported to
Cangress under the provisions of Public Law 98-525, Section 307, (reference
(f) ) shall be retained in-house unless the Secretary of Defense grants a waiver
as provided for im Section 307. Requests for waivers shall be submtted to
t he ASD(A&L). DoD Conponents may propose to the ASD(A&L) additional core
| ogi stics capability for inclusion in the list of core logistics ectivities.
Core logistics ectivities reported to Congress as e dditions to the original
| i st shall be retained in-house unless subsequently waived by the Secretary
of Defense.

(c)” If the DoD Conponent has a large nunber of simlar CAs
with a small nunber of e ssential mlitary personnel in each CA action shall
be taken, when appropriate, to consolidate the mlitary positions consistent
wth mlitary requirements so that economcs 1 performance by either DoD
civilian enmpl oyees or by contract can be explored for accomplishinge. portion
of the wor k.

(d) The DoD Conponents may propose to the ASD(A&L) ot her ~—
criteria for ® xenpting CAS for national defense reasons.

(2) No Satisfactory Commercial Source Available. A DoD CA may
be performed by DoD personnel when it canbe denonstrated that:

(a) There is no satisfactory commercial source capabl e of
providing the product or service that is needed. Before concluding that there
Is no satisfactory comrercial source available, the DoD Conponent shall nake
e || reasonable o fforts to identify e vailable sources.

1 DoD Components’ e fforts to find satisfactory commerci al
sources shall be carried out im ® ccordance with the FAR (reference (d)) and
DoD FAR Supplement (DFAR) (reference (g]), including reviewof bidders lists
e nd inventories of contractors, consideration of pref erential p rocurement

prograns, e nd requests for help from governnent e gencies such as the Snall
Busi ness Adm ni stration.

2 Where the availability of commercial sources is
uncertain, t he DoD Conponent will place at |east three notices of the require-
meat in the Commerce Business Daily’ (CBD) over a 90-day period. (Notices will
be in the format specified in FAR, Chapter 1, Part 5 (reference (d)). When
« bona fide urgeant requirement occurs, the publication period in the CBA may
be reduced to twonotices over «30-day period. Specifications and require-
mentsin the notice will not be unduly restrictive and will not exceed those . _
requi red of Governnent personnel or operations.
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(b) Use of a commercial source woul d cause an unaccept abl e
delay or disruption of an e ssential program |n-house operation of a CA on
the basis that use of a commercial source would cause an unacceptabl e delay
or disrupt «n e ssential DoD programrequires a specific docunmented” explanation.

1 The delay or disruption nust be specific as to cost,
tine, and perfornance N@asures

2 The disruption oust be shown to be of a lasting or
unaccept abl e nature. Tenporary di sruption caused by conversion to contract
is not sufficient support for the use of this criteria.

3 The fact that a DoD CA involves a classified program
or is part of «DoD Cbnponent s basic mission, or that there is the possibility
of estrike by contract enployees is not adequate reason for CGovernnent perfor-
mance of that activity. Further, urgency alome.is not an adequate reason to
continue Government operation of a CA. It nust be shown that commercial
sources ore not able, and the Government is able, to provide the product or
servi ce when needed.

4 Use of an exenption due to an unacceptable delay or
di sruption of an essemtial program shall be approved by the DoD Conponent’s
central point of contact office. This authority may not be redel egate.

(3) Patient Care. Commercial activities at DoD hospitals may
be perfornmed by DoD personnel when it is determned by the head of the DoD
Component Or his designee, in consultation with the DoD Conponent’s chi ef
nedical director, that performance by DoD personnel would be in the best
interest of direct patient care.

b. Contracts

_ (1) When contract costs becone unreasonabl e or performnce becones
unsati sfactory, a cost comparison.of a contracted CA shall be perforned in
e ccordance with enclosures 5, 6, and 7, if the follow ng apply:

(a) Re-competition With other satisfactory commercial sources
does not result in reasonable prices.

{(d) In-house performance is feasible.

(2) Contracted CAs that arejustified for conversion to in-house
performance based on cost conparisons, national defense, or in the best interest
of direct patient care will be allowed to ® xpire (options will not be exercised)
once in-house capability is established. If the required authorizations cannot
be accommpdated within the DoD Conponent’s available resources, a request for
® dj ustment shall be submtted to OSD.

c. Expansions. In cases where expansion ofan in-house CA is aatici-
pated, a reviewof the entire CA including the proposed expansion, shall be
conducted to determne if performance by DoD personnel is authorized for
national defense reasons, becausenocomercial source is available, or because
it is in the best interest ofdirect patient care. |f performance by DoD
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personnel is not” justified under these criteria, '@ cost comparison of the entire

® ctivity” shall be perforned. Government facilities and ® quipnent. nornmally wll

not be expanded te accommpdate expansions if adequate and cost effective con-
tractor facilities are avail able.

d. New Requirenents

(1) In cases where a new requirenent for a commercial product or
service IS anticipated, a review shall be coénducted to determne if perfornance -
by DoD personnel is e uthorized for national defense reasons, because no commer-
cial source is available, or because it is in the best interest of direct
patient care. |f performance by DoD personnel is not justified under these
criteria, then the new requirenment normally shall be performed by contract.

(2) If there is reason to believe that commercial prices may be
unreasonabl e, «preliminary cost ® nalysis shall be conducted to determ ne
whether it is likely that the work can be perforned is-house at a_cost that
is less than anticipated for contract performance. |f in-house perfornmance
appears to be nore ® conomcal, a cost conparison shall be schedul ed. The
® ppropriate conversion differentials will be added to the prelimnary in-house
cost before it is determned that in-house performance is likely to be nore
econonmi cal .

(3) Governnent facilities and ® quipment normally will not be
expanded to accommodate new requirenents if adequate and cost-effective contrac—
facilities are available. The requirenent forGovernnment ownership of facilities
does not obviate the possibility of contract operation. If justification for
| n-house operation is dependent on relative cost, the cost conparison my be
del ayed to accommodate the |ead tine necessary for acquiring the facilities.

(4) Approval or disapproval of in-house performance of new require-
nents involving a capital investnent of$500,0000r nore will not be redel egate
bel ow the [ evel of DAS or e quivalent.

(5) Approval tobudget foramajorcapital investnent associ ated
>With «new requirement Will not constitute OSD approval to performthe new
requirenent with DoD personnel. Governnent performance shall be determ ned
in e ccordance with this Instruction.

1 CAs Involving Ten or Fewer DoD Civilian Enmpl oyees

(1) Whea adequately justified under the criteria required in
e nclosure 8, CAs involving ten or fewer DoD civilian enpl oyees nmay be converted
directly to contract based on sinplified cost conparison procedures. Such
conversions shall be approved by the Ofice of the Assistant Secretary of
Def «nse (Acquisition and Logistics) Installation Assistance (OASD(A&L) | A).
Encl osure 7 shall be utilized to define the specific o |enments of cost to be
estimated in the sinplified cost conpari son.

(2) In no case shall any CA involving nore than ten DoD civilian N
enpl oyees be nodified, reorganized, divided, or in any way changed for the

purpose of circunventing the requirement to performafull cost conmpari son.
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(3) The decision to directly convert a CAinvolving mlitary
personnel reflects «nmanagenent decision that the work need not be perfornmed
by mlitary personnel. Therefore, all direct persomnel costs will be estimated
in the sinplified cost conparison on the basis of civilian performnce.

f. Military Personnel CAS. Commercial activities performed ® xclusively
by mlitary personnel not subject to deploynent in a conbat, conbat support, or
conbat service support role may be converted to contract wthout a cost
conparison, when adequate conpetition is available and reasonable prices can
be obtained fromqualified comrercial sources.

g« Special Considerations

(1) Communications Security and Signals Intelligence. Before
maki ng a determnation that an activity involving Signals Intelligence (SIGINT),
S prescribed in Executive Oder 12333 (reference (h)}, or the £ull maintenance
of communications security (COMSEC) equi pnent should be subjected to a cost
conparison, a determnation nust be made of the risk to national security of
using comercial sources. The DoD Conponent shall provide its assessnment of
the risk to national security of using commercial sources to the Drector, NSA,
who shall nmake the determnation if the risk to national security iS unaccept-
able. NSAshall notify the ASD(A&L) within 30days of e ction taken by the
Director, NSA,to grant or deny a request for a waiver to the provisions of
DoD Directive 4100.15 (reference (b)) and its inplenenting instructions.

(2) National Intelligence. Before making a determ nation that
an activity involving the collection/processing/production/dissemination of
national intelligence «s prescribed in Executive Oder 12333 (reference (h))
shoul d be subjected to ecost conparison, the DoD Conponent nust specifically °
identify the risk to national intelligence of using commercial sources. Except
«S noted in subparagraph E.2.g.(1), above, the DoD Conponent shall provide its
e ssessnent of the risk to national intelligence of using commercial sources
to the Director, DIA, who shall make the determnation if the risk to national
intelligence is unacceptable. DI A shall notify ASD(A&L) within 30 days of
action taken by the Director, DIA, to grant or deny a request for a waiver
to the provisions of DoD Directive 4100.15 reference (b) and its inplenenting
I nstructions.

(3) Accountable Oficer.

(a) The functions and responsibilities oftheAccountable
Oficer «re defined by DoD 7200 10 X (reference(i)). Those functions Of the
Accountable Oficer that involve the exercise of substantive discretionary
authority in determning the Government's requirenments and controlling Govern-
ment e ssets gamnot be perforned by a contractor and nmust _ be retained in-house.
The responsibilities of the Accountable Officer as an individual and the
position of the Accountable O ficer arenot contractible.

(b) Contractors can perform functions in support of the
Accountable Oficer and functions where they are performng in e ccordancew th
criteria defined by the Governnent. For instance, contractors canprocess
requisitions, naintain stock control records, perform storage and warehousi ng,
e nd make | ocal procurenents of itens specified as deliverables in the contract.



(c) The responsibility for ad-m:i.ﬁistrative fund control nust
be retained in-house. The contractor can process e || required paperwork up to
funds obligation-which nust be done by the Governmeant employee designated as

responsible for funds control. The contractor can also process such docunents
as reports . of survey and adjustnents to stockage | evel s, but approval mnust rest
with the Accountable Officer. In all cases the admnistrative control of funds

must be retained by the Governnent since a contractor or his enployees cannot
be held responsible for violations of former section 3679 of the revised
statutes (now codified at sections 1341, 1342, and 1517 of title 31, United
States Code).

3. Cost Conparison Process. |f performance of « CA by DoD- personnel
cannot be justified under national defense, nonavailability of conmmerci al
source, or patient care criteria, then a full cost conparison shall be conducted
i n accordance withe nclosures S, 6, end 7, to determine if performance by DoD
enpl oyees is justified on the basis of |ower cost (unless the criteria of
subparagraphs E.2.e. and f. are net). The conclusion that a CA will be cost
conEared refl ects a managenent decision that the work need not be acconpli shed
by Liilitary personnel. Therefore, all direct personnel costs shall be esti-
mated on the basis of civilian performance. Funds shall be budgeted to cover
either the costof the appropriate in-house operation required to acconplish
the work or the e stimated cost of the contract. Neither funds nor O anpower
e ut hori zations shall be renoved fromthe activity's budget in anticipation of
the outcone of a study.

a. Notification S

(1) Congressional Notification. DeD Conponents shall notify
Congress oftheintention to do a cost conparison for e ach CA.  DoD Conponents
shal| annotate the notification when «cost conparison is planned «t an activity
listed in the report to Congress on core |ogistics (see subparagraph E. 2. a(i) (b)
of this Instruction. The DeD Conponent shall notify the ASD (A&L) of any such
intent at |east 5 working days before the Congressional motif i cation. The cost
conpari son process begins on the date of Congressional notification.

(2) Commerce Business Daily/Federal Register Notification.. DoD
Components shal |l publish their schedules for conducting cost conparisons as
soon as practicable after Congressional notification, but at |east ® nnually,
in the CBD and the Federal Register (FR). Schedules for cost conparisons not
requiring Congress jonal notif i cation and decisions to convert CAs directly to
contract al so shall be published in the CBD/FResS soon as practicable after
the decision. The cost comparison schedule shall include for each activity,
the name, |ocation, and date the cost conparison began or the estinmated date
the direct conversion will occur.

(3) Local Notification. It is suggested that upon Congressional
notification the installation make an announcenent of the cost conparison,
including a brief ® xplanation of the cost-conparison process to the enployees
of the @ ctivity and the community. The installation’s |abor relations specia-
| ist also should be ® pprised to ensure appropriate notification to enpl oyees _
and their representatives in accordance with @ pplicable collective bargaining
® greenents. Local Interservice Support Coordinators (ISCs) and the Chairnan
of the appropriate Joint Interservice Resources Study G oup (JIRSG) al so should
be notified of a pending cost conparison.
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b. Performance Wrk Statenent (PWS)

(1) The PWSe nd its .Quality Assurance Plan shall be prepared in
e ccordance with enclosure 5 for full cost conparisons, sinplified cost com-

- parisons, e nd direct conversions of mlitary personnel CAs. The PWS shall

i ncl ude reasonabl e performance standards that can be used to ensure a com-
parabl e |evel of performance for both Governnent and contractor and a common
basis for evaluation. Enployees and/or their bargaining unit representatives
shoul d be encouraged to participate in preparing or review ng the PW5.

(2) Each DoD Conponent shall:
(8) Prepare PWSs where needed.
(b) Monitor the devel opment and use of prototype PwSs.

(¢) Review and intitate action to correct disagreenents
on PWS discrepancies.

(d) Approve prototype PWss for Conponent-w de use.:

(e) Coordinate these e fforts with the other DoD Conponents
to avoid duplication and to provide nutual Assistance.

(3) Governnent-owned facilities, ® quipnent, and real property
shall be nade available to contractors, unless a cost-benefit analysis indicates
that retention for use e |sewhere is nore cost advantageous to the Governnent.
|f a cost-benefit analysis is not performed, then the solicitation and cost

- comparison itself nust reflect both options. Decisions tonot provide
facilities, equipnent, or resal property to contractors shall be made at .

level no |ower than the DoD Conponent’s central point of contact office unless
both options are an integral part of the solicitation and cost conparison.

(4) If «CA provides critical or sensitive services, the Pws

shall include sufficient data for the in-house. organization and commercial
sources to prepare a plan for expansion in e nergency situations.

(5) DoD Conponents that provide interservice support to other
DoD Conponents or Federal agencies through interservice support agreenents or
other @ rrangenents shall ensure that the PWS includes this work load and is .
coordinated wth alle ffected conponents e nd ® gencies.

(6) If there is erequirement for the comrercial source to have
access to classified information in order to provide the product or service,
“t he commercial source shall be processed for «.facility security clearance
under the Defense Industrial Security Programin accordance with DoD Drective
5220.22 (reference (j)) and DoD Regul ation 5220.22-R (reference (k)). However,
i f no bona fide requirement for access to classified information exists, no
& ction shall be taken to obtain security clearance for the commercial source.

~(7) Enployees of commercial sources who do not require sccess to
classified information for work performance, but require ® ntry into restricted

areas of the installation, may be authorized unescorted e ntry only when the
provi sions of DeD Regul ation 5200.2-R (reference (1)) apply.



C. Mapagemeat Study. A managenent study shall be performed to anal yze ~
conpletely the nethod of operation necessary to establish the nost e fficient
and cost-effective in-house organization (MEO) needed to acconplish the require-
nments in the Pws . The MEO nust reflect only approved resources for which the
CA has beene uthorized. As «part of the nmanagenent study, installations should
determine if specific requirements can be nmet through an Inter/Intraservice
Support Agreenent (ISA3 with other activities or Governnent Agencies which have
e XCeSs capacity or capability.

_ (1) The CA nanagenent study is mandatory. Enclosure 6 provides
guidance on how to conduct the Oanagenent study. The study skall identify
e ssential functions to be performed, determne performance factors, organization
structure, staffing, and operating procedures for the nost efficient and cost
effective in-house performance oftheCA. TheMEO becones the basis of the
Government estimate for the cost conparison wth potential contractors. In
this context, “efficient” (or cost-effective) means that the required |evel
of workload (output, as described in the performance work statenment) is
® cconplished wth as little resource consunption (input) as possible wthout
degradation in the required quality |evel of products or services.

(2) DoD Components have formal prograns and training for the
performance of managenment studies, and those prograns are appropriate for

teaching how to conduct CA management studies. Enclosure 6 does not purport

to replace the DoD Conponent’s own [ anagenment techniques, but nerely to

establish the basic criteria and the interrelationship between the

[ anagenent study and the PWS. ~—

(3) If a CA provides critical or sensitive services, the
managenent study shall include a plan for expansion in energency situations.

(4) Early in the managenent study, nmanagenent will solicit the
views of the enployees in the CA under review, and/or their representatives
for their recommendations as to the MEO or ways to inprove the nethod of
operati on.

(5) The managenent study wll be the basis on which the DoD
Conponent certifies that the Government cost estimate is based on the nost
e fficient end cost effective organization practicable.

(6) Inplenentation of the MEO- shall be imnitiated no later than
1 moath after cancellation of the solicitati on and completed within 6 nonths.
DoD Conponents shall take action, within 1 nonth, to schedul e andconduct
« SUbsequent cost conparison when the MEO is not initiated and conpl eted as
prescri bed above. Subsequent cost conparisons nmay be del ayed by the DoD
Conponent’s central point of contact office, when situations outside the
control of the DoD Conponent prevent timely or full “inplementation of the MEO.
This authority may not be redel egate.

(7) DoD Components shal| e stablish procedures to ensure that
the in-house operation, s specified in the HEO,:; capabl e of perf orming o
I n accordance with the requirenents of the PWS. The procedures also shall =~}
e Nsure that the resources (facilities, equi pment, and personnel ) specified
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in the MEO are available to the in-house operation and that in-house perfor-
mance remains within the requirements and resources specified in the PWS and
MEO for the period of the cost conparison, unless docunentation to support
changes in workload/scope is available.

(8) A managenent study is not required for sinplified cost
conpari sons.

d. Cost Conparisons. Cost conparisons shall include e || significant
costs of both Government and contract performance. Common costs; that is, costs
that would be the same for either in-house or contract operation, need not be
conputed, but the basis of those commoa costs must be identified and included
in the cost conparison docunmentation. Enclosure 7 provides the basic guidance
for conducting full cost conparisons. Enclosure 8 provides guidance for con-
ducting sinplified cost conparisons. The supplenental guidance contained bel ow
s intended to e stablish uniformty and to ensure all factors are considered
when making coSt comparisoms. Deviation fromthe guidance contained in e nclo-
sure 7 wll not be ® |lowed, e xcept as provided in the follow ng subparagraphs.

(1) I n-house Cost Estinmte

(a) The i n-house cost e stimate shall be based on the nost
o fficient and cost-effective in-house organization needed to acconplish the
requirenments in the PWwS.

(b) Heads of DoD Conponents or their designees shall certify ©
that the in-house cost estimate is based on the nost efficient and cost-effec-
tive operation practicable. Such certification shall be nmade before the bid
opening or the date for receipt of initial proposals.

(c) The ASD(A&L) shall provide inflation factors for adjust-
ing costsfor the first and subsequent performance periods. These factors shall
be the only acceptable factors for” use in cost conparisons. Inflation factors
for outyear (second and subsequent) performance periods wll not be applied
to portions of the in-house e stimate that «re conparable with those portions
of the contract estimate subj e ct to e conomc price adjustnent clauses.

(d) Mlitary positions in the organi zati on under cost conpar-
i son shall be converted to civilian positions for costing purposes. Gvilian
grades e nd series shall be based on the work described in the PWS and the MEO,
determ ned by the managenent study rather than on the current organization

structure.

(e) All DoD Conponents shall use the Wiol esal e Stock Fund
Rate of 24.5 percent and the Direct Delivery rate of 13.4 percent for supplies
end materials acquired fromthe DoD Conponent supply systens.

(f) DoD Components shall assune for the purpose ofdepre-
ciation conputations that residual value is equal tothe disposal values |isted
in Appendix C of enclosure 7, if nore precise figures are not available from

- the property disposal off icer or other knowledgeable authority. Therefore,
the basis for depreciation shall be the original cost plus the cost of capital
| nprovenents (if any) |less the residual value. The original cost plus the cost

11



of capital inprovenents |ess the residual walue shall be divided by the useful ~
life (as projected for the CA cost conparison) to determne the annual depre-
ciation. .

(8) Purchased services which augment the currentin-house
work effort and that are included in the PWS should be included in line 3

(other specifically attributable costs). Wen these purchased services are
| ong-term and contain |abor costs subject to e conomc price adjustnent clauses,
then the applicable labor portion wll not be e scalated by outyear inflation
factors. |n addition, purchased services shall be offset for potential Federal

i ncone tax revenue by applying the appropriate rate im Appendi x D of e nclosure 7
to the total cost of purchased services.

(h) Overhead costs shall be conputed on? y when such costs
wi Il not continue in the event of contract performance. This includes the
cost of any position (full tinme, part time, or intermitteat) that is dedicated
to providing support to the activity (ies) under cost conparison regardl ess of
the support organization's |ocation. Military positions providing overhead
support shall be costed using current militiary conposite standard rates and
applicable add-on factors for operating appropriation support. These rates
are issued on a fiscal year basis by each Mlitary Service.

(2) Cost of Contract Perfornmance

(a) The contract cost e stimate shall be based on firm bids .
negoti at ed proposals conpetitively obtained and solicited in accordance with >~
the FAR (reference (d)) and the DoD FAR Suppl ement (DFAR) (reference (g)) for
full cost conparisons. Existing contract prices (such as those from GSA Supply
Schedul es) will not be used in a cost conparison. For sinplified costconpari -
sons, the guidance in enclosure 8 applies.

(b) Standby costs arecoatsincurred for the upkeep of
property in standby status. Such costs neither add to the value of the
property mor prolong its life, but keep it in efficient operating condition
or available for use. VWhen an in-house activity is termnated in favor of
contract performance and an ageacy el ects. to hold Governnent equi pnent and
facilities on standby solely to maintain performance capability, this is a

managenent deci sion, and such standby costs will not be charged to the cost
of contracting.

(c) A specific waiver is required to use contract adm nistra-
tion factors thate xceed the [imts e stablished in table 3-1 of enclosure 7.
The reasonfor the deviation fromthe limts, the supporting alternative
conputation, e nd docunentation supporting the alternative nmethod, shall be

provi ded to the DoD Conponent’s central point of contact office for advance
approval on a case-by-case basis. This authority nmay not be redel egate.
ASD(A&L) shal|l be notified within 30 days of any such decisions.

(d) The follow ng guidance pertains to one-tinme conversion
costs
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1 Material Rel ated Costs. The cost factors below shall
be used, if nore precise costs are not kmown, t0 e Stimate the <ost associ ated

W th disposal/trapsfer of excess governnent material which result from- a
conversion to contract performance:

Percentage of Current
Repl acement Cost

Packi ng, Crating, & Handling (PCH) 3.5%
Transportation 3. 75%
_2 Labor-Related Costs. Ifunique circunstances prevail

when «strict applicatiom Of the 2 percent factor for conputation of severance
pay results in a substantial overstatenent or understatenent of this cost, an
al ternative nethodol ogy may be enployed. The reason for the deviation from
this standard, the alternative conmputation, and documentation supporting the

e lternative nmethod shall be provided to the appropriate DoD Conponent’s centr al
poi nt of contact office for advance approval om a case-by-case basis. This
authority may not be redelegated. ASD(A&L) shall be notified within 30 days
of any such deci sion.

3 Oher Transition Costs. Normally, gover nnment
personnel assistance after the contract start date (toassist in transition
fromin-house performance to contract performance) should not be necessary.
When transition assistance wll not be nade available, this condition should
be stated clearly in the solicitation so that contractors will be informed that
they will be ® xpected to meet full performance requirenments fromthe first date
of thecontract. Also, when circunstances require full performance on the con-
tract start date, the solicitation shall state that time will be nmade avail able
for contractor indoctrination prior to the start date of the contract. The
i nclusion of personnel transition costs in a cost conparison requires advance
® pproval of the DoD Conponent’s central point of contact office. This
authority may not be redel egate. ASD(A&L) shall be notified within 30 days
of any ‘such deci sion.

(e) Gain or Loss on Disposal/Tramsfer of Assets. If more
preci se costs arenot e vailable fromthe Property Disposal Ofice or

appropriate authority, then:

1 The sane factors for PCHe nd transportation costs
«S prescribed in subparagraph E.3.e.(2)(d)1 for the costs associated wth
di sposal /transfer of materials may be used.

2 -The e stimated disposal value may be calculated from
the net book val ue as derived fromthe-table in Appendix C ofe nclosure 7,
m nus the di sposal/transfer costs.- This figure shall be entered as a gain or
loss on line 11 or line 13 of the cost conparison formas appropriate.

NOTE :  If a cost-benefit analysis, as prescribed in subparagraph
“““ E.3.(b)(3), i ndicates that the retention of Government-owned facilities,

equi pment, or real property for use e |sewhere in the Governnent is
cost advant ageous te the Government, then the cost conparison form
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shal | reflect a gain to the Government and therefore a decrease to . . .
the costof contracting on line 11 or line 13 of the cost conpari son
form as appropriate.

e. | ndependent Revi ew

(1) The estinmates of in-house and contract costs that can be
conputed before the cost conparison shall be reviewed by a qualified activity,
i ndependent of the Task Group preparing the cost conparison. This review shall
be-conpleted far ® nough in advance of the bid or initial proposal opening date
to allow the DoD Conponent to correct any discrepancies found before sealing
the in-house cost e stimate.

(2) The independent review shall substantiate the currency,
reasonabl eness, accuracy, and conpl eteness of the cost conparison. The review
shall ensure that the in-house cost estimate is based on the same required
services, performnce standards, and workload contained in the solicitation.
The reviewer shall scrutinize and attest to the adequacy and authenticity of
the supporting docunentation. Supporting documentation shall be sufficient
to require no additional interpretation.

_ (3) The purpose of the independent reviewis to ensure costs have
been estimated e nd supported in accordance with provisions of this Instruction.

If no (or only mnor) discrepancies are noted during this review the reviewer
i ndi cates the minor di screpancies, signs, dates, and returns the CCF to the ~

preparer. |f significant discrepancies are noted during the review, the
di screpancies shall be reported to the preparer for recommended
correction e nd resubm ssion. -

- (4) The independent review is not required for sinplified cost
conpari sons.

f. Solicitation Considerations

(1) The solicitation will not be canceled even if there are
significant changes, omissions, or defects in the Government’s in-house cost
estimate. Such corrections shall be made 'before the expiratioan-of bids or
proposal s and may require the extensions of bids or proposals.

(2) Bidders or offerers shall be informed that an in-house cost
estimate i s being devel oped and that a contract may or may not result.

.(3) Bids or proposals shall be on at |east a 3-year nulti-year
basis (when appropriate) or shall include prepriced renewal options to cover
2 fiscal years-after the initial period.

_ (4) Al contracts awarded as a result of a conversion (whether or
not a cost conparison was performed) shall:

i ——

(a) Conply with all requirements of the FAR (reference (d))
and DFAR (reference (Q)).
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(b) Wen determned to be necessary in accordance with
FAR 22. 101-1(e) (reference (d)), include the clause at FAR 52.222.1 (reference -
(d)), Notice to the Governnment of Labor Disputes, requiring the contractor to
provide notice of e ctual and inpending |abor disputes.

(c) Include in contracts for critical or sensitive services
erequirenent for the contractor to develop a contingency plan explaining how
the contractor will @ xpand operations in emergency situations and ensure there
will be no significant interruption of routine contract services due to |abor
di sput es.

(d) Include all applicable clauses and provisions related to
the right offirst refusal for employement by displaced DoD enpl oyees, equal
enpl oyment opportunities, veterans preference, e nd mninumwages and fringe
benefits.

(5) Solicitations shall bhe restricted for preferential procurenent
when the requirements applicable to such prograns (such as, small business

set-asides or other required sources of supplies and services) are net, in
accordance with the FAR (reference(d)).

(6) Solicitations wll not be restricted for preferential procure-
ment unless the contracting officer determnes that there is a reasonable
expectation that the commercial prices will be fair and reasonable, in

- e ccordance with the FAR (reference (d)).

(7) Contract defaults may result im tenporary performnce by
Gover nment persomnel or other suitable neans; such e s, an interim contract
source. Personnel detailed tosuch a tenporary assignment should be clearly
infornmed that they will return to their permanent assignment when «new
contract is ewarded. |f the default occurs within the first year of
contract performance, the follow ng procedures o pply:

(a) If, efter consultation wth the Departnent of Labor, it
Is determned that the contract wage rates are still valid, the contracting
officer wll review the availability among the next |owest responsible and
responsi ve bidders/offerers for a successor contract w thout resolicitation
I n accordance with established contractingpractice. If the next |ow bidder/
offerer is willing to accept the balance of the contract work at the price
bid/offered, adjusted on «n ® ppropriate prorata basis for the renainder of
the contract term the contracting officer may award to that bidder/offerer.
|f the Governmeat IS the next lowest bidder/offerer, the function may be
returned to in-house performance, as bid, if still feasible. [If performance
by DoD enpl oyees is no |longer feasible, the contracting officer may e |ect
either to e wardtothenext |owest responsive and responsi bl e commerci al
bi dder/offerer””if that firmis wlling to performatits bid/offered price,
® djusted appropriately for the renmainder of the term,or to resolicit as
specified in the next subparagraph. A return toin-house performnce under
the e bove criteria shall be approved by the DoD Conponent’s central point of
contact office. This @ uthority may not be redel egate. ASD(A&L) shall be
notified wthin 30 days of e ny such decision.
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(b) If the contract wage rates are no longer valid or if
the contracting officer, after a review of the availability of the next |owest -
responsi bl e snd responsive bidders/offerers, determ nes tfun resolicitation i S
appropriate, the Governnent may submt a bid for conparison “wth other bids/
offers fromthe private sector. Submssion of a Government bid requires a
deternination by the DoD Conponent that performance by DoD enpl oyees is still
feasible and that a |ikelihood exists that such performance may be nore
e conomi cal than performance by contract. |n such cost conparisons, the
conversion differentials will not be applied to the costs o&e ither in-house
or contract perfornance.

(8) If contract default oeccurs during the second or subsequent
year of contract performance, the procedures of subparagraph E.2.b.(1) of this

I nstruction apply.

(9) Gouping of Commercial Activities

(a) The installation commander shall determne carefully
whi ch CAs shoul d be grouped in a single solicitation. The installation
commander should keep in mind that the grouping of CAs can influence the
anount of conpetition (nunber of commercial firns that Wll bid or submt

proposal s) and the eventual cost to the Governnent.

(b) The installation commander shall consi der the adverse
| npacts that the grouping of CAS into a single solicitation nmay have on snall
and smal |l di sadvantaged business concerns. CAsbeing perforned wholly by ~
smal | or smal| disadvagtaged busi nesses wll not be incorporated into a cost
conparison unless, consolidation is necessary to neet mssion requirements.
Actions nmust be taken toensure that such contractors are not displaced nerely
to @ cconplish consolidation. Simlarly, carenmust be taken so that nonincum-
bent small and small di sadvantaged bus iness contractors .renot handicapped
or prejudiced unduly from conpeting effectively at the prime contractor |evel.

(e¢) In developing solicitations for CAS, the procurenent
plan should reflect an ® nalysis of the advantages e nd di sadvantages to the
CGovernment that mght result frommaking nore than one award. The deci sion
to group CAs should reflect an analysis ofall relevant factors including the
following:

1 The o f fect on conpetition.

2 The duplicative managenent functions and costs to
be: elimnated through grouping.

3 The e conom es of adm nistering nultlfunct|on VS.
singl e function contracts, including costrisks associated with the pricing
structure of each.

4 The feasibility ofseparating unrelated functional
tasks or groupings.

S The e ffect grouping will have on-the performance of
the functions.
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(d) Wen the solicitation package includes totally indepen-
dent functions which are clearly divisible, severable, [imted in nunber, and
not price “interrelated, they shall Dbe solicited on the basis of an “any or all"
bi d or offer. Commercial bi dders or offerors shall be permtted to submt
bids or offers on one orany conbination of the functions being solicited.

These bids or offers shall be e valuated to determne the |owest aggregate
contract cost to the Governnent. This |owest aggregate contract cost then

wi I | be conpared to the in-house cost estinmate based on the MEO for perfornmance
of the functions in the single solicitation. The procedures in enclosure 7

o pply.

(e) There are instances when this e pproach to contracting
for CAS may not apply; such as, situations when physical limtations of site
(where thee ctivities «re to be performed) preclude allow ng nore than one
contractor to perform when the function cannot be divided for purposes of
performance accountability, or for other national security considerations.
However, if an “all or none” solicitation is issued, the decision to do so
must include a cost analysis to reflect that the “all or none” solicitation
Is less costly to the Government or an analysis indicating it is otherwise in
the best interest of the Government, all factors considered.

(f) It is recognized that in sone cases, decisions wll
result in the elamnation of prime contracting opportunities for small business.
In such cases special neasures shall be taken. At a mninum snall aad snall
di sadvant aged busi ness concerns shall be given preferential consideration by
al | competing prinme contractors in the award of subcontracts. For negoti ated
procurenents the degree to which this is acconplished will be a weighted
factor in the e valuation and source selection process leading to contract *
o vard.

(8) The contract files shall be docunented fully to
denonstrate conpliance with these procedures.

(10) Ifno bids or proposals, or no responsive or responsible bids
or proposals ere received in response to a solicitation, the in-house cost
estimate shall remain unopened. The contracting officer shall e xamne the
solicitation to ascertain why no responses were recei ved. Depending on the
results of this review, the contracting officer shall consider ‘restructuring
the requirement, if feasible, end reissue it under restricted or unrestricted
solicitation procedures, «s appropriate.

(11) Continuation of an in-house CA forlack of a satisfactory
commercial source will not be based upon |lack of response toa restricted
solicitation,

(12) The gui dance of subparagraph E.3.f. applies to sinplified
cost conpari sons and direct conversions of mlitary personnel CAS.

g.- 'Admnistrative Appeal Procedur es

(1) Appeals of Cost Conparison Decisions

(a) Each DoD. Conponent shall e stablish an admnistrative
appeal s procedure to resolve questions fromdirectly affected parties relating
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to determnations resulting from cost conparisons” perforned in conpliance with -
this Instruction. The appeal procedure will not apply to questions concerm ng
the foll ow ng:

1 Award to one contractor in pref «rence to another;
2 ‘DoD O anagement deci sions.

(b) The appeals procedure is to provide an admnistrative
safeguard to ensure that DoD Conponent decisions are fair, ® quotable, and in
® ccordance with procedures in this Instruction. The procedure does not
e Uthorize an appeal outside the DoD Conponent or a judicial review

(¢) The appeals procedure shall be independent and objective
and provide for a decision on the appeal within 30 cal endar days of receipt of
the ® ppeal. The decision shall be nade by an inpartial official «t a level
organi zational Iy higher than the official who approved the cost conparison
decision. The appeal decision shall be fiamal, unless the DoD Conponent pro-
cedures provide for further discretionary review within the DoD Conponent.

(d) Al detailed docunmentation supporting the initial cost
conpari son decision shall be made available to directly affected parties upon
request when the initial decision is announced. The detailed docunentation
shall include, at a mnimum the following: the in-house cost estinmate with
det ai | ed-supporting docunentation (see subparagraph E.3.e.(2) of this
Instruction), the conpleted CCF, game of the tentative winning contractor (if *“ ~~
the decision is to contract), or the price of the bidder whose bid or proposal
woul d have been most advant ageous to the Government (if the decisionis to
performin-house) . |f the documentation is not available -whea the initial
decision is announced, the tine alloted for subm ssion of appeals shall be
ext ended the nunber of days equal to the del ay.

(e) To be considered eligible for review under the DoD
Conmponent appeal s procedures, appeals shall:

1 Be received by the DoD Component in writing wthin
15 working days after the date the supporting docunentation is made-available
to directly “affected parties..

2 Address specific line items on the CCF and the
rational e for questioming those itens.

3 Denonstrate that the result of the appeal nmay change
t he deci sion.

(2)  Appeal s of Direct Conversions

(a) Directly affected parties may appeal decisions to con-
vert to contract based on a sinplified cost conparison. The appeal nust
e ddresa reasons why “fair and reasomable prices will not be obtainable. R
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(b) Directly affected parties shall file appeals within 30
cal endar days of the date of CBD and FR notification of a decision to convert
a CAdirectly to contract. Paragraph E.3.a.(2) of this Instruction applies.

(c) Appeals shall be filed with the ASD(A&L). The” ASD(A&L)
shall forward the appeal and the decision package relating to the original
approval of a DoD Conponent’s direct conversion request to the Officeofthe
Assi stant | nspector General for Auditing, Ofice of the Inspector General,
Departnent of Defense, wthin 10 working days. The result of the |nspector
Ceneral’'s admnistrative review of the decision package shall be provided to
the ASD(A&L) within 30 cal endar days of receipt of a request for review from
t he ASD(A&L). Appeal decisions by the ASD(A&L) shall be final.

(3) Since the appeal procedure is intended to protect the rights
of all directly affected parties, the DoD Conponent’s procedures, as well as
t he decision upon appeal, will not be subject to negotiation, arbitration,
or agreement.

(4) DoD Conponents shall include admnistrative appeal procedures
as part of their inplenmenting docunents.

F. REPORTI NG REQUI REMENTS

1. Inventory and Review Schedul e (Report Control Synbol DD-MIL{A)1540).
See subparagraph El. of this Instruction.

2. Commercial Activities Management | nfornmation System (CAMIS) (Report
Control Symbol DD-MIL(Q) 1542)

a. The purpose of CAMIS is to maintain an accurate DoD data base
of CAs that undergo an OMB Circular A-76 cost conparison and CAs that are
converted directly to contract without a cost conparison. The CAMS is used to
provide information to the Congress, Ofice of Minagement Budget (OMB),
General Accounti ng Office (GAO), OSD, and ot hers. The CAMIS is divided into
two parts. Part | contains data on CAs that undergo cost conparison. Part ||
contains data on CAs converted to contract w thout acost conparison.

b. The CAMIS report shall be submtted in accordance with the proce-
dures in enclosure 9.

3. Annual Reports to Congress. To ensure consistent application of the
requi renents stated 1n Public Law 96-342 (reference (m) as amended by Public

Law 97-2S2 (reference (n)). hereafter referred toasSection 502 (enclosure 10),
t he-fol |l ow ng gui dance-i s- provi ded: -

«. The geographi c scope of Section 502 applies to the United States,

its territories and possessions, the District of Columbia, and the Commonweal th
of Puerto Rico.

b. Section 502 applies to proposed conversions of DoD CAs that on
Cctober 1, 1980, were being performed by nore than ten DoD civilian enployees.

19



c. DoD Components shall notify Congress of the intention to do a cost
comparison for e ach CA as required by Section 502(a)(2)(A). DoD Conponents __
shal| notify the ASD(ASL) of any such intent at least 5 working days before
to the congressional notification.

d. DoD Conponents shall annotate announcenents to Congress when a
cost conparison is planned at an activity listed in the report to Congress on
Core Logistics (see subparagraph E.2.a(1)(b) of this Instruction). °

e. 1the DoD Conponents shall notify ASD(A&L) at |east 3 working days
before sending the detailed summary report required by Section 502(a)(2)(B)
to Congress. The detailed summary of the cost shall include: the amount of
the offer accepted for the performance of the activity by the private contrac-
tor; the costs and expenditures that the Government wll incur because of the
contract; the estinmated cost of performance of the activity by the nost e ffi-
cient Government organization; a statement indicating the Iife of the contract;
and certifications that the entire cost conparison is available, and that the
CGovernment cal culation for the cost of performance of such function by DoD
enpl oyees is based on an estinmate of the nost e fficient and cost-effective
organi zation for performance of such function by DoD e nployees.

f. The potential economc effect on the enployees affected, the
| ocal community, and the Federal Government of contracting for performance of”
the function shall be included in the report to acconpany the above certifica-
tions, if nore than 50 total ® nployees (including mlitary and civilian, both
permanent and-tenporary) are potentially affected. It is suggested that the
Arny Corpsof Engineers’ nodel (or ® @valent) be used to generate this inform
tiom. The potential inpact on affected enployees shall be included in the repoi.,
regardl ess of the nunber of enployees involved. Also include in the report a
statenment that the decision was made to convert to contractor performance, the
projected date of contract award, the projected contract start date, and the
effect of contracting the function on the mlitary mssion of that function.

g- By Decenber 15th of each year, each DoD Conponent shall submt to
t he ASD(ASL) the data required by Section 502(c). |In describing the extent to
whi ch CA functions were performed by DeD contractors during the preceding fiscal
year, include the estimted nunber of work yearsfor the in-house operation as
wel | as for contract operation (including percentages) by major OSD functional
areas in enclosure 3; such as, Social Services, Health Services, Installation
Services, etc. For the e stimate ofthe percentage of CA functions that wll
be performed in-house and those that will be perforned by contract during the
fiscal year during which the report is submtted, include the e stinmated work
yearsfor in-house CAs as well as for contracted CAs and the rationale for
significant changes when conpared tothe previous year’s data.

G. RESPONSI BI LI TI ES

1. The responsibilities for implementing the policies and procedures of the
DoD CA Program are prescribed in DoD Directive 4100.15 (reference (b)) and
appropriate subparagraphs of this Instruction.
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2.  The Assistant Inspector CGeneral for Auditing, Ofice of the Inspector
General, Departnment of Defense shall:

a. Independently review thedecision package relating to the‘
OASD(A&L)IA approval of a DoD Conponent’s request for conversion of an in

house DoD CA directly to contract without a cost conparison when an appeal
of that decision is received by the ASD(A&L).

b. Provide results of the administrative review to the ASD(A&L)
within 30 cal endar days of receipt of a request for review

H EFFECTI VE DATE AND | MPLEMENTATI ON

This Instruction is effective inmediately. Forward one copy of inplenmenting
docunents tothe Assistant Secretary of Defense (Acquisition and Logistics)

within 120 days. -
ﬁamvgua‘{" 7 -
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Encl osures - 9

1. References

2. Definitions

3. Codes and Definitions of Functional Areas -

4. Commercial Activities Inventory Report and 5-Year Review Schedul e

5. Part 11 of the Supplement to OMB Circular No. A-76 (Ofice of Federal
Procurenment Policy Pamphlet No. 4), “Witing”and Adm nistering Per-
formance Wrk Statenents”

6. Part 11l of the Supplement to OMB Circular No. A-76, "Managemeat Study
Qui de” )

7. Part IV of the Supplement to OMB Circular No. A-76, "Cost Conparison
Handbook”

8. Sinplified Cost Conparisons For Direct Conversion of Commerci al
Activities

9. Commercial Activities Managenent |nformation System
lo.. Public Law 96-342, as Anended by Public Law 97-252 (referred to as
Section 502)
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DEFI NI TI ONS

1. Commercial Activity Review. The process of @ valuating CAS for the.
purpose of determning whether or not a cost conparison wll be conducted.

2. Commercial Source. A business or other non-Federal activity located in
the United States, its territories and possessions, the District of Colunbia,
or the Commonweal th of Puerto Rico, that provides a commercial product or
servi ce.

3. Conversion to Contract. The changeover of a CA from performnce of DoD
personnel t 0 performance under contract by a commercial source.

4.  Conversion to In-House. The changeover of a CA from performnce under
contract by a commercial source to performance by DoD personnel.

5. Cost Conparison. The process ofdevel oping an estimte of the cost of
performance ofa CA by DoD ® nployees and conparing it, in accordance wth
the requirements in this Instruction, to the cost to the Government for
contract perfornmance of the CA

6. Directly Affected Parties. DoD enployees and their representative
organi zations and bidders or offerers on the solicitation.

7. Displaced DoD Enmplovee. Any DoD enpl oyee affected by conversion to
contract operation (including such actions as job e |amnation, grade reduction
or reduction in rank). It includes both enployees in the function converted
to contract and to enployees outside the function who are affected adversely
by conversion through reassignnent or the e xercise of bunping or retreat
rights.

8. DoD Commercial ActiVvity(CA).An activity that provides a product or
service obtainable (or obtained) froma comercial source. A DoD CA is not

a Governnental function. ADoD CA may be an organization or part of another
organi zation. It must be a type of work that is separable from other functions
or ectivities so that it is suitable for performance by contract. A represen-
tative list of the functions performed by-such activities is provided in

e nclosure 3. A DoD CA falls into one of two categories:

a. In-house CA. A DoD CA operated by a DoD Conponent with DoD personnel.

b. Contract CA. A DoD CA nanaged by a DoD Conponent operated with
‘contractor personnel.

9. DoD Enployee. Refers to only civilian personnel of the Departnent of
Def ense.

10. DoD Governnental Function. A function that is related so intinately to

the public interest as to mandate performance by DoD personnel. These func-
tions require e ither thee xercise of discretion in applying Government. authority
or the use of value judgnent in making decisions for the Departnent of Defense.
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Services or products in support of Governnental functions, ‘such as those |isted

in enclosure 3, are CAs and are normally subject to DoD Directive 4100. 15 ~—
(reference (b) ) and its inplementing instructions. Governnental functions

normal |y fall into two categories: )

a. The act of governing; that is, the discretionary e xercise of’ Government
authority. Exanples include crimnal investigations, prosecutions, and other
judicial functions; managenment of Govermment prograns requiring Yalue judgments,
as in direction of the national defense; managenent and direction of the Armed
Semtes; activities performed ® xclusively by mlitary personnel who are subject
to deployment in a combat, conbat support, or conbat service support role;
conduct of foreign relations; selection of program priorities; direction of
Federal enployees; regulation of the use of space, oceans, navigable rivers,
and other natural resources; direction of intelligence and counter-intelligence
operations; and regulation of industry and commerce, i ncluding food and drugs.

b. Mnetary transactions and e ntitlenents, such as tax collection and
revenue di sbursenments; control of the treasury accounts and nmoney supply;
and the admnistration of public trusts.

11. DoD Personnel. Refers to both mlitary and civilian personnel of the
Departnent of Defense.

12.  Expansion. The nodernization, replacenment, upgrading, or enlargenment of

a DoD CA involving a cost increase exceeding e ither 30 percent of the total

capital investnent or 30 percent of the annual personnel and material costs.

A consolidation of two or nore CAs is not an expansion unless the proposed ~
total capital investnment or annual personnel and naterial costs of the
consol i dation exceeds the total of the individual CAS by 30 percent or nore.

13.  New Requirenent. A newy established need for a commercial product or
service. A new requirenment does not include interimin-house operation of
e ssential services Pending' reacquisition of the services pronpted by such
action as the termnation of an ® xisting contract operation.

14. Preferential Procurement Prograns. Preferential procurement prograns
are mandatory source programs such as Federal Prison Industries (FPI) and the
wor kshops admi ni stered by the Committee for Purchase fromthe Blind and O her
Severely Handi capped under the Javits-Wagner-O Day Act (reference (0)). Aso
included are small, mnority and di sadvantaged busi nesses, and | abor surplus
area set-asides and awards nmade under Section 8(a) of the Small Business Act
(ref orences (p) and (q)).
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CODES AND DEFI NI TI ONS OF FUNCTI ONAL AREAS

This list of functional codes and their definitions does not restrict the
applicability or scope of the CA Programwithin DoD. Section B. of DoD

Directive 4100.15 (reference (b)) defines the applicability and scope of the
program  The CA Programstill applies to CAs not defined in this |isting.

These codes and definitions are a guide to assist reporting. As new functions
are identified, codes wll be added or existing definitions wll be expanded.

SOCI AL SERVI CES

G001l Care of Remains of Deceased Personnel and/or Funeral Services.

Includes CAs that provide nortuary services, including transportation from
aerial port of enbarkation (APCE) to nortuary of human renmains received from
overseas nortuaries, inspection, restoration, provision of uniform and
insignia, dressing, flag, placenent in casket, and preparation for onward

shi pnent.

G008 Comm ssary Store Operation. |ncludes CAs that provide all ordering,
recel pt, storage, stockage, and retailing for conmi ssaries. Excludes procure-
ment of goods for issue or resale.

GOOBA:  Shelf Stocking.

GOO8B : Check Qut.

GO08C: Meat Processing.

G008D: Produce Processing.

GOOBE: Storage and Issue.

GOO8F:  (ther.

GO08G: Troop Subsistence Issue Point.

G099 Cothing Sales Store Operation. Includes CAs that provide ordering,
recei pt, storage, stockage, and retailing of clothing. Stores operated by the

Arnmy and Air Force Exchange Semtes, Navy Exchange Services, and Marine Corps
Exchange Services are excl uded.

G010 Recreational Library Services. Includes operation oflibraries main-
tained primarily for off-duty use by mlitary personnel and their dependents.

G011 O her Morale, Wl fare, and Recreation Services. Operation of CAs
maintained primarily for the off-duty use of mlitary personnel and their
dependents, including both appropriated and partially nonappropriated fund
activities. The operation of clubs ® ndnesses, and norale support activities
are included in code GO11. Exanples of activities perform ng G011 functions
are” arts and crafts, entertainment, sports and athletics, swi nmmng, bow ing,
marina and boating, stables, youth activities, centers, and golf. DoD Directive
1015.1 (reference (r)) contains anplification of the categories reflected bel ow.
(NOTE :  CA procedures are not mandatory for functions staffed solely by civilian
personnel paid by nonappropriated funds.)
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GO11A: All Category Il Nonappropriated Fund Instrumentalities S
(NAFIs ), o xcept Package Beverage Branch.
GO11B: Package Beverage Branch.
G011C: All Category IIIa NAFls.
GO011D: Al Category IIIbl, except Libraries
GO11E: Category IIIb2 Arts and Crafts
GO11F: Category IIIb2 Music & Theatre
G011G: Category IIIb2 Qutdoor Recreation
GO11H: Category IIIb2 Youth Activities
GO11I: Category IIIb2 Child Devel opnent Service
G011J: Category IIIb2 Sports - Conpetitive
GO11K: All Category IIIb3 @ xcept Anneal Forces Recreation Center (AFRC)
Gol f Bowl ing, and nenmbership associations converted from
Cat egory Vi
GO11L: Cat egory IIIB3 AFRC
GO11M: Category IIIb3 Col f
GO11N: Category IIIb3 Bow i ng
G0110: Category IIIb3 nenbership associations converted from
Category Vi
GO11P: Category |Il Information Tour and Travel (ITT)
G011Q: Al Category IV
GO1IR: Al Category V
GO11S: All Category VI, @ xcept those converted to Category IIIb3
GO11T: All Category VI|
GO11U: All Category VIII, @ xcept billeting and hotels
GO11V: Category VIII Billeting ~
GO11W: Category VIII Hotels

G012 Conmmunity Services. DoD Directive 1015.1 (reference (r)) contains
further anplification of the categories.

GO12A: |[Information and Referral

GO12B: Relocation Assistance

G012C: Exceptional Fam |y Member

G012D: Fam |y Advocacy (Donestic Violence)

GO12E: Foster Care

GO12F: Fam |y Member Enpl oynent

G012G: Installation. Volunteer Coordination

GO12H: CQutreach

GO12I: Vol unteer Managenent

G012J: O fice Minagenent _

GO12K: Consuner Affairs/Financial Assistance

GO12L: General e nd Energency Family Assi stance
(D00 Chaplain Activities and Support Semites. Includes CAs that provide
non-mlitary unique support services that supplenment the command religious
program such as non-pastoral counseling, organists, choir directors, and
directors of religious education. The conmand religious program which
i ncl udes chaplains and e nlisted support ‘persomnel, is a Governnental
function and is excluded from thiscategory. .

G901 Bert hi ng BOQ/BEQ. Includes CAs that provide tenporary or pernanent
acconmodations for officer or enlisted personnel. Mnagement of the facility,
room service, and daily cleaning are included.
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4100. 33 (Encl 3)
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@04 Fam |y Services. Includes CAS that performvarious social services for

fam lies, such as famly counseling, financial counseling and pianning, the
operation of an abuse center, child care center, or famly aid center.’

6999 Ot her Social Semtes. This code wll only be used for unusual circunstances

and will not be used to report organizations or work that can be accomodat ed
under a specifically defined code.

HEALTE SERVI CES

H¥01 Hospital Care. Includes CAs that provide outpatient and inpatient care
and consultative e valuation in the medical specialties, including pediatrics
e nd psychiatry; the coordination of health care delivery relative to the

exam nation, diagnosis, treatment, and disposition of medical inpatients.

H102 Surgical Care. Includes CAs that provide outpatient and inpatient care
and consultative evaluation in the surgical specialties, including obstetrics,

gynecol ogy, ophthal nol ogy and otorhinolaryngology; the coordination of health
care delivery relative to the examnnation, treatnent, diagnosis, and disposi-
tion of surgical patients.

H105 - Nutritional Care. Includes CAS that provide hospital food services for
inpatients and outpatients, dietetic treatment, counseling of patients, and
nutritional e duration.

H106 Pat hol ogy Servi ces. |Includes CAS involved in the operation of |abora-
tories providing conprehensive clinical and anatom cal pathol ogy services;
.DoD military bl ood. program and bl ood bank activities; and area-reference

| aboratori es.

H107 Radiology Services. |[Includes CAs that provide diagnostic and therapeutic
radiologic service to inpatients and outpatients, including the processing,

examning, interpreting, and storage and retrieval of radi ographs, fluorographs,
and radi ot herapy.

H108 Pharmacy Services. |ncludes CAs that produce, preserve, store,
conpound, nmanufacture, package, control, assay, dispense, and distribute
medi cations (including intravenous solutions] for inpatients and outpatients.

H109 Physical Therapy. Includes CAs that provide care and treatnent to
patients whose ability to function is inpaired or threatened by disease or
injury; primarily seine patients whose actual inpairment is related to neuro-
musculoskeletal, pul nonary, and cardi ovascul ar systens; e valuate the function
and inpairment of these systens, and select and apply therapeutic procedures
to maintain, inprove, or restore these functions.

H110 Materiel Services. Includes CAS that provide or arrange for the supplies,
equi pment, and certain services necessary to support the mssion of the Oedical
facility; responsibilities include procurenent , inventory control, receipt,
storage, quality assurance, issue, turn-in, disposition, property accounting,
and reporting actions for designated nmedi cal and nommedical supplies and

equi prment .
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Hll Othopedic Services. I ncludes CAS that construct orthopedic appliances
such as braces, casts, splints, supports, and shoes frominpressions, forns,
nmol ds, and ot her -specifications.

H112 Anbul ance Service. |Includes CASthat provide transportation for
personnel who are injured, sick, or otherwise require nedical treatnent, ”

i ncluding standby duty in support of Uilitary activities and ambul ance bus
services.

H113 Dental Care. Includes CAs that provide oral e xam nations, patient
education, diagnosis, treatment, and care including all phases of restorative
dentistry, oral surgery, prosthodont1cs, oral pathol ogy, periodontics, ortho-
dontics, endodontics, oral hygiene, preventive dentistry, and radiodontics.

H114 Dental Laboratories. Includes CAs that operate dental prosthetic
l'aboratories required to support the provision of conprehensive dental care,
services nmay include preparing casts and nodels, repairing dentures, fabricating
transitional, tenporary, or orthodontic appliances, and finishing dent ur es.

Hil5 dinics and Dispensaries. Includes CAs that operate freestanding clinics
and dispensaries that provide health care services. QOperations are relatively
| ndependent ofa nedical treatnment facility and are separable for in-house or
contract performance. Health clinics, occupational health clinics, and occupa-
tional heal th nursing offices.

H116 Veterinary Sevices. |Includes CAs that provide a conplete whol esoneness ~—
and qual ity assurance food inspection program inclyding sanitation, inspection

of food received, surveillance inspections, and |aboratory exam nation and
analysis; a corrpl et e zoomosis control program conplete nmedical care for

Gover nment - owned ani mal s; veterinary medical support for bionedical research

and devel oprent; support to other Federal agencies when requested and authorized;
assi stance in a conprehensive preventive nedicine program and determ nation

of fitness of all foods that may have been contam nated by chem cal, bacterio-

| ogi cal, or radioactive materials.

H117 Medical Records Transcription. Includes CAS that transcribe, file, and
mai ntain Oedical records. '

H118 Nursing Services. |Includes CAs that provide care and treatnment for
I npatients and outpatients not required to be performed by a doctor.

H119 Preventive Medicine. Includes CAs that operate wellamess or holistic
clinics (preventive nedicine), information centers,and research |aboratories.

H120 Occupational Health. Includes CAs that develop, nonitor, and inspect
Installation safety conditions.

H121 Drug Rehabilitation. Includes CAS that operate al cohol treatnent
facilities, urine testing for drug content, and drug/al cohol counseling
centers.

H999 Qther Health Services. This code wll only be used for unusual
circunstances and will not be used to report organizations or work that can be
accommodated under a specifically defined code.
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INTERMEDIATE | DI RECT , OR CGENERAL REPAI R AND MAI NTENANCE OF EQUIPMENT

Definition. Mintenance authorized and performed by designated naintenance
CAs in support of using activities. Normally, it is limted to replacenent

and overhaul of unserviceable parts, subassenblies, or assemblies. It includes
(1) intermediate/direct/general maintenance performed by fixed activities that
are not designed for deployment to conmbat areas and that provide direct support
of organi zations performng or designed to perform conbat m ssions from bases
in the United States, and (2) any testing conducted to check the repair proce- *
dure. CAs ® ngaged in intermediateldirect/ general maintenance and/or repair of
® qui pnent are to be grouped according to the e quipnment predom nantly handl ed,
as follows:

J501 Aircraft. Aircraft and associated ® quiprment. |Includes armament,

elect roni ¢ and communicat i ons ® qui pment, engines, and any other @ qui pment
that is an integral part of an aircraft.

J502 Aircraft Engines. Arcraft e ngines that are not repaired while an
integral part of the aircraft.

J503 Missiles. Mssile systens and associ ated equi pment. |ncludes nechanical,

el ectronics, and communi cation ® quipnent that is an integral part of mssile
systens .

J504 Vessels. Al vessels, including armanent, electronics, communications
and any other @ quipment that is an integral part of the vessel.
L ]

J505 Cembatr Vehicles. Tanks, arnored personnel carriers, sel f-propel | ed
artillery, and other combat vehicles. [Includes armanent, fire control, elec-

tronic, and communications ® qui pnent that is an integral part of a conbat
vehi cl e.

J506 Noncombat Vehicles. Autonotive @ qui pnent, such as tactical, support,
and administrative vehicles. Includes electronic and communications ® qui pment
that is an integral part of the noncombat vehicle.

J507 El ectronic and Communicatiomns Equipnent. Stationary, nobile, portable,
and other e | ectronic and communications equi pnent. Excludes electronic and
communications equi pnent that is an integral part of another weapon/support
system  Maintenance of Automatic Data Processing Equi pnment (ADPE) not an
integral part of ecommunications system shall be reported under functional
code W825; numi ntenance of tactical ADPE shall be reported under function
code J999

J51O Rai | way Equi prent. Loconotives of’ any type or gauge, including steam
conpressed air, straight @ lectric, storage battery, diesel ® |[ectric? gasoline,
el ectric, diesel mechanical |oconotives, railway cars, and cabooses. ?ncl udes
e lectrical equipnment for |oconotives and cars, notors, generators, wring
supplies for railway tracks for both propulsion and signal circuits, and
on-board communi cations and control equi pnment.
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JS11 Speci al Equi pnent. Construction e quipnment, weight lifting, power, and ~~
materi el handling equi pment (MHE).

J512 Arnmanent. <Swmall arns, artillery and guns, nuclear nunitions chem cal,
bi ol ogi cal, and radiol ogi cal (CBR) itens, conventional anmunition, and all
other ordnance items. Excludes armanent that is an integral part of another
weapon or support system

J513 Dining Facility Equipnent. Dining facility kitchen appliances and
® qui prent -,

J514 Medical and Dental Equi pment. -Medical and dental e quipnent.

J515 Containers, Textiles, Tents, and Tarpaulins. Containers, tents,
tarpaulins, other textiles, and organizational clothing.

J516 Metal Contai ners. Container Express (CONEX) containers, gasoline
contai ners, and other netal containers.

J517 Training Devices and Audiovi sual Equi pnent. Training devices and audio-
visual @ quipnent. Excludes nmaintenance of locally fabricated devices and
functions reported under codes T807 and T900.

J519 I ndustrial Plant Equi pnent. That part of plant @ quipment with an
acqui sition cost of $3,000 or more, used to cut, abrade, grind, shape, form,
join, test, measure, heat, or otherwise alter the physical, ® |lectrical, or ~—
chemcal properties of [Jateriels, conponents, or end itens entailed in
manuf act uring, nmaintenance, supply processing, assenbly, or research and
devel opnent operati ons.

J520 Test, Measurenent, and Diagnostic Equi pnment. Test, neasurenent, and
di agnostic equi pment (TMDE) that has resident in it a programmable conputer.
Incl uded is ® quipnent referred to as automated test ® qui pment (ATE).

J521 Ot her Test, Measurenent, and Djagnostic Equipment. Test, neasurenent,
and diagnostic ® quipnent not classified as ATE or that doesnotcontain a
resi dent programmabl e conputer. Includes-such itenms as e |lectronic Oeters,
armament circuit testers, and other specialized testers.

J522 Aeronautical Support Equi pment. Aeronautical support equi pment @ xcl uding
TMDE (and ATE). Includes such itemses ground e lectrical power carts, aircraft
tow tractors, grounde ir conditioners,. engine stands, and trailers. Excludes
aeronautical equipnment reported under J501.

J999 Other Internediate, Direct, or General Repair and M ntenance of Equi pnent.
This code will onlv be used for unusual circunstances and wll not be used to

report organizations or work that can be accommodated under a specifically
defined code.

-

DEPOT REPAI R, MAI NTENANCE, MODI FI CATI ON, CONVERSI ON, OR OVERHAUL OF EQUIPMENT .

Definition. The maintenance performed on nateriel that requires nmajor overhaul
or a conplete rebuild of parts, assenblies, subassenblies, and e nd itens,
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including the manufacture of parts, nodifications; testing, and reclamation,
as required. Depot maintenance serves to support |ower categories of nain-
tenance. Depot naintenance provides stocks of serviceable ® qui pnment by using
nore e xtensive facilities for repair than are available in | ower level nain-
tenance e ctivities. (See DoD Instruction 41S1.1S (reference (s)) for further
anplification of the category definitions reflected below ) Depot or indirect
mai nt enance functions are identified by the type of equipnment naintained or
repai r ed.

K531 Aircraft.’ Aircraft and associated o quipnent. Includes armnent,

e | ectronics and comuni cations @ qui pment engines, and any other @ qui pnent
that is an integral part of an aircraft. Aeronautical support equipnent not.
reported separately under code K548.

| (532 Aircraft Engines. Aircraft ® ngines that are not repaired while an
integral part of the aircraft.

K533 Mssiles. Mssile systens and associated ® quipment. |ncludes mechanical,
el ectronic, and communications ® qui pnent that is an integral part of mssile.
systens .

K534 \essels. Al vessels, including armanent, ® |ectronics, and
conmmuni cations @ quipnent, and any other @ quipnent that is an integral part of
a vessel.

K535 Conbat Vehicles. Tanks, arnored personnel carriers, self-propelled"
artillery, and other conbat vehicles. Includes armanent, fire control, elec-
tronics, and communications ® quipment that is an integral part of a combat
vehicle.

K536 Nonconmbat Vehicles. Autonotive @ quipnment, such as tactical support and
adm nistrative vehicles. Includes e lectronic and communications ® qui pnent
that is an integral part of the vehicle.

'K537 Electronic and Conmuni cations Equi prent.  Stationary, nobile, portable,

and other e lectronics and communicatioms equi pment. Excludes e lectronic and
communications equi pment that is an integral part of another weapon/support
system  Maintenance of ADPE, not an integral part ofa communications system
IS reported under functional code W825.

K538 Railway Equi prent. Loconotives of any type or gauge, including steam
conpressed air, straight e |ectric, storage battery, diesel ® lectric, gasoline, -
® |e.ctric, diesel Oechanical loconotives, railway cars, and cabooses. Includes
e lectrical equipnments for |oconotives and cars, notors, generators, wring
supplies for railway tracks for both propulsion and signal circuits, and
on-board comuni cation and control @ quipnent.

X539 Speci al Equi pmrent. Construction e quiprment, weight lifting, power, and
mat eri el - handl i ng equi pment .

K540 Armanent. Small arns; artillery and guns; nuclear [lugitions, CBR itens;
conventional -anmunition; and all other ordnance itens. Excludes armanent that
Is an integral part of another weapon or support system.
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K541 Industrial Plant Equi prent. That part of plant equipment with an S

acqui sition cost of $3,000 or nore, used to cut, abrade, grind, shape, form,
join, test, measure, heat, or otherwise alter the physical, electrical, or
chemical properties of materials, conponents, or end itens entailed ia
manuf act uri ng, maintenance, supply, processing, assenbly, or research and
devel opnent operations.

K542 Dining Facility Equipnment. Dining facility kitchen. appliances and
equi pment.  This includes field feeding equipnent.

K543 Medical and Dental Equipnent. Medical and dental e quipnent.

KS44 Containers, Textiles, Tents and Tarpaulins. Containers, tents,
tarpaul ins, and other textiles.

K545 Metal Containers. CONEX containers, gasoline containers> and ot her
nmetal containers.

K546 Test Measurenent and D agnostic Equi pnent. Test neasurenent and
di agnostic equi prent (TMDE) that has resident in it a progranmabl e conputer.
Included is ® quipnent referred to as automated test equipnent (ATE).

KS47 Qther Test Measurenent and Diagnostic Equi prent. Test neasurenent and
di agnostic equipnent not classified as ATE or that does aot contain a resident
progranmmabl e conputer. Includes such itens as e lectronic neters, armanent

circuit testers, and other specialized testers. ~

9
K548 Aeronautical Support Equipnent. Aeronautical support  quipment
excluding TMDE (and ATE). Includes such itens as ground electrical power
carts,aircraft tow tractors, ground air conditioners, engine stands, and
trailers. Excludes aeronautical support-equipnment reported under code KS31.

K999 O her Depot Repair, Mintenance, Mdification, Conversion, or Overhaul

of Equipnent. This code wll only be used for unusual circunstances and wll
not be used to report organizations or work that can be accommodated under a
specifically defined code.

BASE t | Al NTENANCE/ MULTI FUNCTI ON  CONTRACTS

P100O Base Maintenance/ Multifunction Contracts. Includes all unbrella-type
pontracts_mhere the contractor perforns nore than one functjoq at one or nore
installations. (ldentify specific functions as.nonadd @ ntries.)

RES.EARCH, DEVELOPMENT, TEST, AND EVALUATI ON (RDT&E) SUPPORT

R660 RDT&E Support. Includes all e ffort not reported e |sewhere directed
toward support of installation or operations required for research, devel opnent,
test, and eval uation use. 1Included are nmai ntenance support of |aboratories,
operation and mai ntenance of test ranges, and naintenance of test aircraft
and shi ps.
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| NSTALLATI ON SERVI CES

S700 Natural Resource Services. Includes those CAs that provide products

or services that implement natural resource managenent plans in the areas of
fish, game, wildlife, forestry, watershed areas or ground water table, ® rosion
control, and mneral deposit management. Natural resources planning and -
managenment is a governnmental function and will not be reported.

S701 Advertising and Public Relations Services. |ncludes CAS responsible
for advertising and public relations in support of public affairs offices,
installation newspapers and publications, and information offices.

S702 -Financial and Payroll Semtes. |Includes CAs that prepare payroll,
print checks, e screw, or change payroll accounts for personnel. Includes
other services normally associated wth banking operations.

S703 Debt Collection. Includes CAs that nonitor, record, and collect debts
Incurred by overdrafts, bad checks, or delinquent accounts.

S706 Installation Bus Services. Includes CAS that operate |ocal, intrapost,
and I nterpost schedul ed bus services. Includes scheduled Oovenment of personnel
over regular routes by admnistrative nmotor vehicles to include taxi and
dependent school bus services.

S706A Schedul ed Bus Servi ces.

S$706B Unschedul ed Bus Servi ces.
S706C Dependent School Bus Servi ces.
S706D O her Bus Services.

S708 Laundry and Dry Ceaning Services. |Includes CAs that operate and
Jaintain faundry and dry cleaning facilities.

S709 Custodial Services. Includes CAs that provide janitorial and
housekeepi ng services to maintain safe and sanitary conditions and preserve

property.

S710 Pest Mapagement. |Includes CAs that-provide control neasures directed
agal nst fungl, insects, rodents, and other pests.

S712 Refuse Collection and Disposal Semtes. Includes CAs that operate
incinerators,, sanitary fills, and regulated dunps, and performall other
approved refusecol | ection and di sposal services.

S713 Food Services. |[ncludes CAS ® ngaged in the operation and adm nistration
“of food preparation aad serving facilities. Excludes operation of central
bakeries, pastry kitchens, and central meat processing facilities that produce
a product e nd are reported under functional area X934. Excludes hospital food
service operations (under code H105).

S713A: Food Preparation and Adm nistration.
~— S713B: Mess Attendants and Housekeepi ng Services.
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S714 Eurniture. Includes CAs that repair and refurbish furniture”.

S715 O fi ce Equi pment. Includes CAS that maintain and repair typewiters,

cal cul ators, and addi ng machi nes”

S716 "Motor \Vehicle Qperation. Includes CAs that operate |ocal admnistrative
notor transportation services. Excludes installation bus services reported in
functional area S706.

S716A: Taxi Service.

§716B: Bus Service (unless in S706).

S716C: Motor Pool Operation.

S§716D Crane Operation (includes rigging, e xcludes those listed in T800G).

S716E: Heavy Truck Operation.

S$716F: Construction Equi pnent Qperation.

S7161: Driver/Qperator Licensing & Test.

§716J: (Oher Vehicle Operations (Light Truck/Auto).

S716K: Fuel Truck Operations.

S716M: Tow Truck Qperations.
S717 Motor Vehicle Mintenance. Includes CAS that perform maintenance on
autonotive equi pnent, such as support and administrative vehicles. Includes
e lectronic and communi cations equi pment that are an integral part of the
vehi cl e.

S717A: Uphol stery Maintenmance and Repair.

§717B: ( ass Replacement and W ndow Repair.

S§717C: Body Repair and Painting.

§717D: Accessory Overhaul.

S717E: (General Repairs/Minor Mai ntenance.

S717F: Battery Miintenance and Repair.

S717G: Tire Miintenance and Repair.

S717H: Major Component Over haul .

S7171: Material Handling Equi pnent Maintenance.

S§717J: Crane Mintenance”.

S$717K: Construction Equi pnent Maintenance.

S717L:  Frame and \Weel Alignnent.

S717M: (O her Motor Vehicle Mintenance.
S718 Fire Preventiom and Protection. Includes CAs that operate and maintain
fire protection and preventive services. Includes routine maintenance and
repair of fire ® quipment and the installation of fire prevention ® quipment.

S718A: Fire Protection Engineering.

S718B: Fire Station Admnistration.

S718C: Fire Prevention.

S718D: Fire Station Operations.

-S7T18E: Crash and Rescue.

S718F: Structural Fire Suppression.

S§718G: Fire & Crash/Rescue Equi pment Major Mai ntenance.

S718H: O her Fire Prevention and Protection.
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S719 Military Cothing. includes CAs that order, receive, store, Issue,
and alter military clothing and repair mlitary shoes. Excludes repair of
organi zational clothing rejorted under code J5 15.

S724 Guard Service. Includes cas engaged in physical security operations
that provide for installation security and intramsit protection of mlitary
property from | oss or damage.

S724A: Ingress and e gress control. Regulation of person, [laterial, and
vehicles entering or ® xiting a designated area to provide protection of
the installation and Government property.

§724B: Physical security patrols and posts. Mbile and static physical

security guard activities that provide protection of installation or
Gover nment property.

S724C :  Conventional arms, ammunition, and @ xplosives (CAAE) security.
Dedi cated security guirds for CAAE.

S724D;  Animal control. Patrolling for, capture of, and response to
conpl ai nt s about uncontrolled, dangerous, and disabled animals on mlitary
I nstallations.

S724E;  Visitor information services. Providing information to

installation resident and visitors about street, agency, unit, and
activity locations. . *

S724F.  Vehicle inmpoundnent. Renoval, accountability”, security, and
processing of vehicles inpounded on mlitary installations.

S724G: Registration functions. Admnistration, filing, processing, and

retrieval information about privately owned itens that nust be registered
on mlitary installations.

S724S.. Other guard service.

S725 Electrical Plants ard Systems. Includes CAs that operate, maintain, and
repair CGovernment-owned ® |ectrical plants and systens.

S726 Heating Plants and nystems. |ncludes CAS that operate, maintain, and
repair CGovernnent-owned h:ating plants and systens over 7SO, 000 British Ther nal
Unit (BTU) capacity. Codes 2991 or 2992 will be used for systens under 750,000
BTU capacity, as applicable.

S727 \Water Plants e nd Systens. Includes CAs that operate, naintain, and
repair CGovernnent-owned water plants and systens.

S728 Sewage and WAste Plants and Systens. |ncludes CAS that operate,
maintain, and repair Governnent-owned sewage and waste pl ants and systens.

S729 Air Conditioning and Refrigeration Plants. Includes CAs that operate,
mai ntain, and repair Government-owned air conditioning and refrigeration
plants over 5-ton capacity. Codes 2991 or2992 shall be used for plants
under 5-ton capacity as applicable.
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S730 Other Services or Utilities. Includes CAs that operate, maintain, and
repair ot her Governnent -owned services or utilities.

S731 Base Suppl y Qoerations | ncl udes CAs that operate centralized installa-
tion supply functions providing supplies and equi pment to all assigned or
attached units. Performs all basic supply functions to determine requirenents
for all requisition, receipt, storage, issuance, and accountability for
materiel.

S732 Warehousing and Distribution of Publications. Includes CAs that receive,
store, and distribute publications and blank forns.

S740 Installation Transportation Office. Ircludes technical, clerical, and
admnistrative CAs that support traffic managsment services related to the
procurenent of freight and passenger service rrom comercial “for hire”
transportation conpanies. Excludes restricted functions that nust be per-
formed by Governnent enployees such as the review, approval, and signing of
docurents related to the obligation of funds; selection of node or carrier;

e valuation of carrier performance; and carrier suspension. Excludes instal-
| ation transportation functions described under cades S706, S716, S717, T810
T811, T812, and T814.

S740A: Installation Transportation Managemest and Adm nistration.
§740B . Materiel Movenents.

S740C: Personnel Myvenents.

§7400 .  Personal Property Activities.

ST40E :  Quality Control and Inspection.

S740F:  Unit Movenents.

S750 Museum Operations

S760 Contractor-Operated Parts Stores and Comtractor-Ope rated Cvil
Engi neering Supply Stores

5999 Ot her Installation Services. This code will only be used for unusual

circunstances and will not be used to report organizations or work that can be
accommodated under a specifically defined-code.

OTHER NONt f ANUFACTURI NG OPERATI ONS

T800 Ocean Terni nal Operations. Includes CAa that operate .termnals trans-

ferring cargo between overland and sealift transportation. Includes handling
of Government cargo through commercial water terminals.

T800A: Pier (perations. Includes CAs that provide stevedore and
shipwright carpentry operations supporting the |oading, stowage, and
di scharge of cargo and containers on and off ships, and supervision of
‘operations at commercial piers and mlitary -acean termnals.

T800B: Cargo Handling Equipment. Includes CAs that operate and nmaintain -~ -

barge derricks, gantries, cranes, forklifts, and other materiel handling .,
® qui pnent usedto handl e cargo within the termnal area.
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T800C : Port Cargo Qperations: Includes CAs that |[oad and unl oad railcars
and trucks, pack, repack, crate, warehouse, and store cargo noving through
the termnal, and stuff and uastuff contai ners.

T800D: \ehi‘cle Preparation. Includes CAs t hat prepare Governnment and
privately owned vehicles (POVs ) for ocean shipnent, inspection, stowage

In containers, transportation to pier, processing,” and issue of Inport
vehicles to owners.

T800E : Lumber Qperations. Includes CAs that segregate reclai mable |unber
from dunnage renoved fron1shiﬁs, railcars, and trucks, renove nails; even
lengths; inspect; and return the lunber to inventory for reuse. Includes

recei pt, storage, and issue of new | unber.

T80OF: Materiel Handling Equi pment (MHE) Qperations. |ncludes CAs that

deliver MHE to user agencies, performonsite fueling, and operate special
purpose and heavy capacity equi pnent.

T800G: Crane (perations. Includes CAS that operate and perform first-

e chel on mai ntenance of barge derricks, gantries, and truck-nmunted cranes
I n support of vessels and termnal cargo activities.

T800H: Breakbulk Cargo Operations. Includes CAs that provide stevedoring,

shipwright carpentry, stevedore transportation, amd the |oading and unl oadi ng
of noncontainerized car go.

T800I : Other COcean Terminal Qperations.

T801 Storage and Warehousing. Includes CAS that receive materiel into depots
and ot her storage and warehousi ng facilities, provide care for supplies, and
i ssue and ship materiel. Excludes installation supply in support of unit and

tenet activities described in S731.

T801A: Receipt. Includes CAs that receive supplies and related documents
and information. This includes materiel handling and related actions,

such as materials segregation and checking, and tallying incident to
receipt. '

T801B: Packing and Crating of Household Goods. Includes CAs performng

packi ng and crating operations described in T801H, incident to the novenent
or storage of househol d goods.

T801C: shipping. Includes CAs that deliver stocks w thdrawn from storage
‘to shipping. Includes onloading and offloading of stocks fromtransporta-
tion carriers, blocking, bracing, dunnage, checking, tallying, and nateriel

handling in central shipping area and rel ated docunentation and information .
operations.

'T801D : Care, Rewarehousing, and Support of Materiel. | ncludes CAs that
provide for actions that nust be taken to protect stocks in storage, in-
el udi ng physical handling, tenperature control, assenbly placenent and
preventive maintenance of storage aids, and realigning stock configuration;
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provide for novenent of.stocks from one storage location to0 another and
rel ated checking, tallying, and handling; and provide for any work being ™

performed wthin general storage support that cannot be identified cIearIy
asone of the.subfunctions described above.

T801E: Preservation and Packagi ng. Includes CAS that preserve,
represerve, and pack materiel to be placed in storage or to be shipped.
Excl udes application of final (exterior) shipping containers.

T801F: Unit and Set Assenbly and Di sassembly. Includes CAs that gather
or bring together itens of various nomenclature (parts, conponents, and
basic issue items) and group, assemble, or restore themto or with an item
of another nomenclature (such as parent end itemor assenblage) to permit
shi pnent under a single docunent. This also includes blocking, bracing,
and packing preparations within the inner shipping container; physical
handl i ng and | oadi ng; and reverse operation ofassenbling such units.

T801G: Special Processing of Non Stock Fund-Oaned Materiel. |ncludes

CAs performng special processing actions described bel ow that nust be
performed on Inventory Control Point (ICP)-controlled, nomstock fund-owned
materiel by technically qualified depot naintenance personnel, using

regul ar or special naintenance tools or equipment. Includes disassenbly

or reassenbly or reserviceable ICP-controlled materiel being readied for
movenent, in-house storage, or out-of-house location such as a port to a
comercial or DoD operated naintenance or storage facility, property

di sposal or demlitarization activity, including blocking, bracing,

cushi oning, and packi ng. L=

4
T801H: Packing aad Crating. Includes CAs that place supplies in their
final, exterior containers ready forshipnment. I|ncludes the nailing,
strapplng seal ing, stapling, masking, marking, and wei ghing of the
exterior container. Al so, includes all physical handling, unloading,
and loading of materiel within the packing and shipping area; checking
and tallying material in and out; all operations incident to packing,
repacking, or recrating for shlpnent including on-lipe fabrication of
tailored boxes, crates, bit inserts, blocking, braci ng and cushi oni ng
shroudi ng, overpacking, containerization, and the packing of materiel
in transportation containers. Excludes packing of household goods and
personnel ® ffects reported under code T801B.

T801I: Oher Storage and \Warehousing

T802 Catalogimg. Includes CA that prepare supply catal ogs and furnish

catal oging data on all itens of supply for distribution to all echel ons
worldw de. Include catalog files, preparation, and revision of all item

i dentifications for all logistics functions; conpilation of Federal catal og
sections and allied publication; devel opment of Federal item identification
gui des, and procurenment identification descriptions. Includes printing and
publication of Federal supply catalogs and related allied publications.

T803 Acceptance Testing. Includes CAS that inspect and test supplies and ._ .
materiel to ensure that products meet mninmumrequirenents of applicable ‘
speci fications, standards, and simlar technical criteria; | aboratories and
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other facilities with inspection and test capabilities; and activities engaged
in production acceptance testing of amunition, aircraft armament, mobility
material, and other mlitary ® quipnent.

T803A: Inspection and Testing of QI and Fuel.
T803B: (Other Acceptance Testing.

T804 Architect-Engineering Services. Includes CAs that provide Architect/
Engi neer (A/E) services. Excludes Engineering Technical Services (ETS)
reported in functional area T813, and those required under the Brooks Act
(reference (t)).

T805 Operation of Bul k Liquid Storage. | ncl udes CAs that operate bulk
petrol eum storage facilities. Includes operation of off-vessel discharging
and loading facilities, fixed and portable bulk storage facilities, pipelines,
punps, and other related equi pment within or between storage facilities or
extended to using agencies (excludes aircraft fueling services ); handling of
druns within bulk fuel activities. Excludes aircraft fueling services
reported under code T814.

T806 Printing and Reproduction. Includes CAS that print, duplicate, and
copy . Excludes user-operated office copying equipnent.

T807 Audi ovisual and Visual Information Senmites. Includes CAs that provide
base audiovisual (AV) and visual information (VI ) support, production,.
depositories, technical docunmentation, and broadcasting.

T807A: Base VI Support. Includes CAS that provide production activities
that provide general support to all installation, base, facility or site,
organi zations or activities. Typically, they supply notion picture, still
phot ography, television, and audio recording for nonproduction docunentary
purposes, their |aboratory support, graphic arts, VI libraries, and
presentation services.

T807B: AV Production. Includes CAs that Provide a self-contained, com
plete presentation, devel oped according to a plan or script, combining
sound with notion nmedia (film tape or disc) for the purpose of conveying
information to, or communicating with, an audience. (Ax AV production

is distinguished froma VI production by the absence of conbined sound
and nmotion nmedia in the latter. )

T807C: VI Depositories. Includes CAs that are especially designed and

constructed for the lowcost and e fficient storage and furnishing of
ref erence service on semicurrent records pending their ultimte

di sposition. Includes records centers.

T807D: VI Technical Docunentation. ‘Includes CAS that provide a technica
document ati on (TECDOC) which is a continuous visual recording (with or
wi t hout sound as an integral docunentation conponent) of an actual event
made for purposes of evaluation. Typically, TECDOC contributes tothe
study of human or Oechanical factors, procedures and processes in the
context of medicine, science |ogistics, research, devel opment, test and
eval uation, intelligence, investigations and armanment delivery.
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T807E: Electronic Media Transmission. Includes CAs that transmt and

receive audio and video signals for closed circuit local and |ong distance
multi-station networking and broadcast operations.

T807F. VI Deocumentation. |Includes CAs that provide motion media (film
or tape) still photography and audio recording of technical and nootech-
nical events, as they occur, usually “hot controlled by the recording crew.
VI docunent ation (VIDOC) enconpasses Operational Docunentation (OPDOC) and
TECDOC . OPDOC is VI (photographic. or electronic) recording of activities,

or multiple perspectives of the sane activity, to convey information about
- people, places and things. —

T807G: AV Central Library (Iaveatory Control Point). | ncludes CAs that
recei ve. dtore i ssue, and msintain AV products at the central library

level. May or may not include recordscenter operations for AV products.
T807K: AV or VI Design Service. Includes CAs that provide professional
consul tation services involving the selection, design, and devel opnent

of AV or VI e quipnent or facilities,.

T808 Happing and Charting. Includes CAs that design, conpile, print, and
di ssem nate cartographi c and geodetic products.

T809 Admi nistrative Tel ephone Service. |ncludes CAs that operate and nmaintain -
t he common-user, adm nistrative telephene systens at DoD installations and
activities. Includes tel ephone dperator services; range communi cati ons;
emergency action consoles; and the cable distribution portion of a fire alamm, “
intrusion detection, e nmergency nonitoring and control data, and simlar systens-.
that require use of a telephone system

T810 Air Transportation Semtes. Includes CAs that operate and maintain

nontactical aircraft that are assigned to commands and installations and used
for admnistrative novenent ef personnel and supplies.

T811 Water Transportation Services. Includes CAs that operate and maintain
nontactical watercraft that are assigned to commands and installations and are
used for admnistrative movement Of personnel and supplies.

T811A: Water Tr ansportation Services (except tug operations).
T811B: Tug Operations.

T812 Rail Transportation Semtes. Includes CAs that operate and nmintain
nontactical rail equi pnent assigned to commands and installation and used for
adm ni strative movement of personnel and supplies.

T813 Enagi neering and Technical Services. Includes CAS that advise, - instruct,

and train DoD personnel in the installation, operaticn, and maintenance of
DoD /weapons, @ quipnment, and. systens.

These services include transmitting- the technical skill capability to DoD
personnel in order for themto install, [laintain, and operate suet- ® quipnent —

and keep it in ahigh state of mlitary readiness.
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T813A: Contractor Plant Services. | ncl udes conmercial manufacturers
of mlitary ® quipnent contracted to provide technical and engineering
services to DoD personnel. Qualified enployees of the manufacturer

furnish these. services in the manufacturer plants and facilities..
Through this program the special skills, know edge, experience, and
technical data of the manufacturer are provided for use in training,
training aid prograns , and other essential services directly related
to the devel opment of the technical capability required to install,
operate, maintaim, supply, and store such @ quipnent.

T813B: Contract Field Semites (CFS). Includes CAs that provide
services of qualified contractor -persoanel who provide onsite
technical and @ ngineering services to DoD personnel.

T813C: | n-house Engineering and Technical Semtes. Includes CAs that
provide technical and engineering services described in codes T813A and
T813B above that are provided by Governnent enployees.

T813D: (O her Engineering and Technical Services.

T814 Fueling Service (Aircraft)-. | ncl udes CAS that distribute aviation
petroleunoil/lubricant products. Includes operation of trucks and hydrants.
T815 Scrap Metal Operation. | ncl udes CAs that bale or shear metal scrap and

melt orsweat alum num scrap.

T816 Tel econmmuni cati on Centers. Includes CAs that operate and naintain

t el econmuni cation centers, nontactical radios, automatic message distribution
systens, technical control facilities, and other systens integral to the
communi cation center. Includes operations and maintenance of air traffic
control @ quipnent and facilities.

T817 Ot her Communications and El ectronics Systems. |ncludes CAs that operate
and mai ntain conmuni cations and e | ectronics systens not included in T809 and
T816.

T818 Systens Engi neering and Installation of Communi cati ons Systems.

| ncl udes CAs that provide engineering and installation services, including
design and drafting services associated with functions specified in T809,
T816, and T817.

T819 Preparation and Disposal of Excess and Surpl us Property. I ncludes CAs
that accept, classify, and dispose of surplus Governnent property, including
scrap metal. :

T820 Adni nistrative Support Servicas. -Includes CAs that provide centralized

adm ni strative support services not included specifically in another functional
category. These activities render services to nmultiple activities throughout
an organi zation or to ultiple organizations; -such as, a steno ortyping pool
rather than a secretary assigned to an indivi dual . Typi cal activities included
are word processing centers, reference and technical libraries, mcrofilmng,
messenger service, translation services, publication distribution centers, etc.
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T820A: Word Processing Centers.

T820B : Reference and Technical Libraries.
T820C: Microfil ming.
T820D : Internal Mail and Messenger Services.

T820E : Translation Services.

T820F: Publication Distribution Centers. S

T820G: Field Printing and Publication. Includes those activities that
print or reproduce official publications, regulations, and orders.

| ncl udes managenent and operation of the printing facility.

T820H :  Conpliance Auditing.

T820I: Court Reporting.

T821 Special Studies and Analyses. Includes CAs that performresearch,
col l ect data, conduct tine-notion studies, or pursue sonme other planned

met hodol ogy in order to analyze a specific issue, system device, boat, plane,
or vehicle for nanagenent.

Such activities may be tenporary or permanent in nature.

T821A: Cost Benefit Anal yses.

T821B: Statistical Analyses.

T821C: Scientific Data Studies.

T821D: Regul atory Studies.

T821E: Defense, Education, Energy Studies.
T821F: Legal/Litigation Studies.

T821G: Managenent Studies.

T900 Training Devices and Sinulators. Includes CAS that provide training

ai ds, devices, simulator design, fabrication, issue, operation, maintenance,
support, and services.

T900A: Training Alds, Devices, and Sinulator Support. Includes CAs

t hat design, fabricate, stock, store, issue, receive, and account for
and maintain training aids, devices, and sinulators (does not include
audi ovi sual production and associ ated services or audiovisual support).

T900B: Training Device and Sinulator”Qperation. Includes CAS that
operate and maintain training device and sinulator systens.

T999 O her Nonmanufacturing Ope rations

EDUCATI ON_AND TRAI NI NG

I ncl udes CAs that conduct courses of instruction attended by civilian or
mlitary personnel of the Departnent of Defense. Termnology of categories
and subcategories primarily for military persoanel (nmarked by an asterisk)
follows the definitions of the statutory Military Manpower Iraining Report
submitted annually to the Congress. This series includes only the conduct
of “courses of instruction; it' does not include e ducation and training support
functions (that is, Base Operations Functions in the S series and Nonmanu-
facturing Operations in the T series). A course is any separately identified”
instructional ® ntity or unit appearing in a formal school or course catal og.
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ULOO Recruit Training. * The instruction of recruits.

U200 OFficer Acquisition Training.* Prograns concerned with officer acquisi-
tion training. -

U300 Specialized Skill Training.* Includes Arnmy One-Station Unit Training,
Naval Apprenticeship Training, and health care training.

U400 Flight Trainimg.* |Includes flight famliarization training.

UsD0 Prof essi onal Devel opnent Educati on*

US10 Prof essi onal Military Education.* Generdly, the conduct of instruction
at basic, internediate, and senior Military Service schools and colleges and

e nlisted |eadership training does not satisfy the requirenents of the definition
of a DeD CA and is excluded fromthe provision of this Instruction.

U520 Graduate .Education, Ful |y Funded, Full-Tinme *

U530 ther Full-Time Education Prograns *

U540 O f-Duty (Voluntary) and On-Duty Education Prograns.* |ncludes the
conduct of Basic Skills Education Program (BSEP}, English as a Second Language
(ESL), skill devel opnent courses, graduate, undergraduate, vocational/technical,
and hi gh school conpletion prograns for personnel wthout a diplona.

U600 Civilian Education and Training. Includes the conduct of courses
intended primarily for civilian personnel.

U700 Dependent Education. Includes the conduct of e |lementary and secondary
school courses of instruction for the dependents of DoD overseas personnel.

UB00 Training Devel opnment and Support (not reported ® |sewhere)

U999 Other Training. This code will oaly be used for unusual circunstances
and will not be used to report organizations or work that can be accommodat ed
under a specifically defined code.

AUTOVATI C DATA PROCESSI NG

w824 Data Processi ng Services. Includes CAs that provide ADP processing

servi ces by using Government-owned or -|eased ADP @ qui pnent; or participating

i n Government-w de ADP sharing program or procuring of tine-sharing processing
services (nmachine tinme) from commercial sources. Includes all types of data
processi ng services performed by general purpose ADP and peripheral ® quipment.

W824A: (peration of ADP Equi prent.

W824B: Production Control and Customer Service.

w824C: ADP Magnetic Media Library.

W824D: Data Transcription/Data Entry Services.

W824E: Transm ssion and Tel eprocessing Equi pment Servi ces.
W824F . Acceptance Testing and Recovery Systens.

W824G: Punch Card Processing Services.

W824H: (Orher ADP Operations and Support.
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W825 Mai nt enance of ADP Equi pnent. Includes CAS that maintain and repair all
Gover nment - owned ADP equi pment and peripheral equi pnent.

W826 Systens Design, Devel opnent, and Program ng Services. |ncludes CAS that
provide software services associated wth nontactical ADP operati on.

w8264 . Devel opnent and Maintenance of Applications Software.
w8268 .  Devel opnent and Mai ntenance of Systens Software.

W827 Sof t war e Services for Tactical Conputers and Automated Test Equi pnent.
| ncl udes CAs that provide software services associated with tactical conputers
and T™DE and ATE hardware.

W99 Ot her Automatic Data Processing. This code will only be used for unusual

circunstances and will not be used to report organizations or workthat can be
accommodated- under a specifically defined code.

probucTs MANUFACTURED AND FABRICATED | N- HOUSE

Commercial activities that manufacture and/or fabricate products in-house are
grouped according to the products predom nantly handl ed as foll ows:

X931 Ordnance Equi prent. Ammunition and related products.

X932 Products Made from Fabric or Similar Materials. Including the assembly
and manufacture of clothing, accessories, and canvas, products.

X933 Contai ner Products and Related Itens. Including the design, engineering,
and manufacture of ‘wooden boxes, crates, and other containers; includes the
fabrication of fiberboard boxes, and assenbly of paperboard boxes wth netal
straps. Excludes on-line fabrication of boxes and crates reported in functional
area T801.

X934 Food and Bakery Products. Including the operation of central neat
processing plants, pastry kitchens, and bakery facilities. Excludes food
services reported in functional areas S713 and H105.

X935 Liquid, Gaseous, and Chem cal Products. Including the providing of
| iquid oxygen and liquid nitrogen.

X936 Rope, Cordage, and Tw ne Products: Chains and Metal Cabl e Products

X937 Logging and Lunber Products. Logging and sawm || operations.

X938 Conmuni cations and El ectroni ¢ Products —

X939 Construction Products. The operation of quarries and pits, including
crushing, Llixing, and concrete and asphalt batching plants.

X940 Rubber and Pl astic Products

X941 Optical and Rel ated Products
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X942 Sheet Metal Products ‘

X943 Foundry Products

X944 Nachi ned Parts

X999 Other Products Manufactured and Fabricated In-House. This code will only
be used for unusual circunstances and will not be used to report organizations
or work that can be accommodated under a specifically defined code.

MAINTENANCE = REPAIR_ALTERATI ON, AND M NOR CONSTRUCTI ON OF REAL PROPERTY.

2991 Buildings and Structures--Family Housing. Includes CAs that are ® ngaged
ine xterior and interior painting and glazing; roofing, interior plunbing;
interior @ lectric; interior heating ® quipnent, including heat sources under
750,000 BTU capacity; installed food service and related ® quipnent; air
conditioning and refrigeration under a 5-ton capacity; @ levators; and other

® qui pnent affixed as part of the building and not included in other activities.

| ncl udes fencing, flagpoles, and other m scellaneous structures associ ated
with famly housing.

. 2991A: Rehabilitation--Tenant Change.

Z991B: Roofing.

2991C: @ azing.

2991D: Tiling.

Z991E: Exterior Painting.

Z991F: Interior Painting.

2991G: Flooring.

Z991H: Screens, Blinds, etc.

29911: Appliance Repair.

2991J: Electrical Repair. Includes ® |evators, escalators, and
movi ng wal ks.

Z991K: Pl unbi ng.

2991L: Heating Maintenance.

Z991M: Air Conditioning Mintenance.

Z991N: Energency/ Service Wrk.

Z991T: O her Wrk.

2992 Buildings and Structures (Qther Than Fam |y Housing). Includes CAs that
are ® ngaged in exterior and interior painting and glazing; roofing, interior
plunbing; interior ® lectric; interior heating equipnent, including heat sources
under 750,000 BTU capacity; installed food seryice and related ® quipnent; air
conditioning and refrigeration under ab5-ton capacity; elevators; and other
equi pment affixed «S part of the building and not reported under ot her func-
tional codes. Includes f @ ricing, flagpoles, guard and watchtowers, grease
racks; umattached l[oading ramps, training facilities other than buildings,

monuments, grandstands and bleachers, e |evated garbage racks, and other
miscellaneous structures.

Z992A: Rehabilitation--Tenant Change..
2992B: Roof ing.

2992C: d azing.

2992D: Tiling.
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Z992E: Exterior Painting.

2992F: Interior Painting. N

29926: Fl oori ng.

2992H: Screess, Blinds, etc.

29921: Appliance Repair.

2992J: Electrical Repairlncltides elevators, escalators, and noving
wal kways.

Z992K: Pl unbi ng.

Z992L: Heating Maintenance.

Z992M: Air Conditioning Mintenance.

- Z992N: Emergency/ Service Wrk.
2992T: (O her Wrk.

7993 Grounds and Surfaced Areas. Commercial activities that maintain, repair,
and alter grounds and surfaced areas defined incodes 2993A, B, and C, bel ow.

2993A: Gounds (Inproved). Includes inproved grounds, including |awns,
drill fields, parade grounds, athletic and recreational facilities, ceme-
teries, other ground areas, |andscape and w ndbreak plants, andaccessory
drai nage systens.

Z993B: Gounds (OQher than Inproved). Small arnms ranges, antenna fields,
drop zones, and firebreaks. Al so grounds such as wldlife conservation
areas, maneuver areas, artillery ranges, safety and security zones,
desert, swanps, and simlar areas.

2993C: Surfaced Areas. Includes airfield pavement, roads, wal ks, parking
and open storage areas, traffic signs amnd markings, storm sewers,
cul verts, ditches, and bridges. Includes sweeping and snow renoval from

streets and airfields.

7997 Railroad Facilities. Includes CAs that maintain, repair, and alter
narrow and standard gauge two-rail tracks, including spurs, sidings, yard,
turnouts, frogs, swtches, ties, ballast, and roadbeds, wth accessories and
appurtenances, drainage facilities, and trestles.

7998 Waterways and Waterfront Facilities: Includes CAs that maintain, repair,
and alter approaches, turning basin, berth areas and maintenance dredgi ng,
wharves, pi ers, docks ferry racks, transfer bridges, quays, bulkbheads, narine
rai |l way dol phins, mooring, buoys, seawalls, breakwaters, causeways, jetties,
revetnents, etc. Excludes waterways nmai ntained by the Arny Corps of Engineers
(COE) rivers and harbors prograns. Al so e xcludes buildings, grounds, railroads,
and surfaced areas |ocated on waterfront facilities.

7999 O her Mai ntenance, Repair, Ateration, and Minor Construction of Real
Property. This code wll only be used for unusual circunstances and will not
be used to report organizations or work-that can be accomvpdated under a
specifically defined code.
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4100. 33 (Encl 4)
Sep 9, 85

— COWERCI AL _ACTI VI TI ES | NVENTORY REPORT AND
FI VE- YEAR REVI EW SCHEDULE

A. GENERAL | NSTRUCTI ONS

1. Submt reports to the Assistant Secretary of Defense (Acquisition
and Logistics) before 1 January. Reports are assigned Reports Control Synbol

DD-MIL(A) 1540 and may be transmitted using punched cards, nagnetic tape, or
termnals as a nedium

- 2. If cards are used, wap securely with the outer w apper containing
| dentification of the submtting departnent, the title of the report, "Commercial

Activities Inventory Report and Five-Year Review Schedule,” and the fiscal year
covered. Cards shall Dbe interpreted.

3. |f tape is medium chosen, then use nine-track tape Extended Binary
Coded Decinmal |Interchange Code (EBCDID), 1600 or 6250 density, even parity.
The data record nust contain 68 characters, blocked 10 logical records to a
block. Omit headers and trailers. Use a tape mark (end of file) to follow
the data. An external |abel shall be used on the reel to identify the orgamiza- .
tion to which the reel is to be returned, the title of the report, the fiscal
year covered, and the tape characteristics.

4, |If a renmpte work station termnal is to be used asthe transmttal

medi um then concurrence and interface requirenents shall be e stablished between
t he Def enseManpower Data Center (DMDC) and sender before transm ssion of data.
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s, Data Format: | N-HOUSE DCD COWMERCI AL ACTI VI Tl ES

TYPE !
DATA ELENMENT - - TAPE POSI TI ONS FI ELD DATA
Desi gnat or 1 A A
| nstal l ation . Al
- State, Territory, Or
Possessi on 2-3 Al a N
- Pl ace 4-9 Al b AN
*Functi on 10- 14 A2 A/ N
| n- House Civilian Wrkl oad 15- 20 A3 N
Military Wrkl oad _ 21-26 A4 N
*Reason for In-House operation 49 A8 A
*Most Recent year |n-House
Qperation_ Approved 50-51 A9 N
*year peD cA Schedul ed for Next
Revi ew 52-53 Al10 N
1

A = Alpha; N = Nuneric

A and A/N data shall be left justified space filled, N data shall be right
justified and zero filled.

GENERAL NOTE FOR PERSONNEL PROCESSI NG THESE- REPORTS:

Codi ng shall be as indicated in the instructions. Wen specific coding
instructions are not provided, reference nmust be nade to DoD 5000.12-M
(reference (u)). Failure to conply wth the coding instructions contained
herein or those published in reference (u) will make the noncomplier respon-

sible for required concessions in data base conmunication. |tens marked
wth an asterisk (*) have been registered in the DoD Data Element Dictio-
nary.
6. Instruction for Preparing Data Entries

FIELD | NSTRUCTI ON

A Enter an A to designate that the data to follow on

this record pertainsto aparticular DoD CA.

Ala Enter t he two-position nuneric code for State orU.S
territory or possession as shown in attachment 1.

Alb Enter the unique al pha-nunmeric code e stablished by
t he DoD Conponent for mlitary installation, naned
popul ated place, or related entity where theCA
wor kl oad was performed during the fiscal year
covered by this submssion. A separate |ook-up
listing or file should be provided show ng each
uni que place code and its corresponding place nane.
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4100. 33 (Encl4)
Sep 9, 85

FIELD INSTRUCTION

A2 Enter the function code from enclosure 3 that best
descri bes the type of CA workload principally per-
formed by the CA covered by this subm ssion. Left
justify.

A3 Entertotal (full- and part-tine) in-house civilian
wor kyear @ quivalents applied to the performance
of the function during the fiscal year. Round off
to nearest whole workyear equivalent. (If anount
is ® qual to or greater than .5, round up. |f amount
is less than .5, round down. Amounts between zero
and 0.9 should be entered as one.) R ght justify.
Zero fill.

A4 “ Enter total Lilitary workyear ® quivalents applied
to the peformanceof the function in the fiscal year.
Round off to the nearest whole workyear equivalent.
[ Amount s between zero and one should be entered as
one ). Right justify. Zero fill.

A8 Enter the reason for in-house operation of the CA as
shown in attachment 2.

A9 Enter the last two digits of the nost recent fi scal
year corresponding to the reason for in-house operation
of the CA as stated in field A8. |Iffield A8 is coded
“N,” this field should be |left blank; otherwise an entry
IS required.

A10 Enter the last two digits of the fiscal year in which
next review is scheduled to begin for the DoD CA
(Data elenent reference YE-NA.) Enter WR if a waiver
of review has been approved by the ASD(A&L).
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Trust Territory of the Pacific Islands

CODES FOR DENOTING STATES,
TERRITORIES, AND PROCESSIONS OF
THE UNITED STATES

a. NUMERIC STATE CODES
CODE
01 Al abanma 30 Mont ana
02 Alaska 31 Nebr aska
04 Ari zona 32 Nevada |
05 Arkansas 33 New Hanpshire
06 California 34 New Jersey
08 Col or ado 35 New Mexico
09 Connect i cut 36 New York
10 Del awar e 37 North Carolina
11 District of Colunbia 38 No_rth Dakot a
12 Fl ori da 39 Chio
13 Georgi a 40 k| ahoma
15 Hawai | 41 Oregon |
16 | daho 42 Pennsyl vani a
17 I11inois 44 Rhode |sl and
18 | ndi ana 45 South Carolina
19 | owa 46 Sout h Dakot a
20 Kansas 47 Tennessee
21 Kent ucky 48 Texas
22 Loui Si ana 49 Ut ah
23 Maine . 50 Vérnpn;
24 Mar yl and 51 Virginia
25 Massachusetts 53 Vﬁshlngton |
26 Mi chi gan 54 West Virginia
27 Minnesota 55 VVSCanIn
28 M ssi ssi ppi 56 Wom ng
29 M ssour
b. NUMERICCODES FOR TERRI TORI ES AND POSSESSI ONS
60 Aneri can Sanpa 75
66 Guam 76 Navassa | sl and
67 JA Johnston Atoll 7 U S. Misc. Paci
69 Nort hern Marianna | sl ands 78  "Virgin [ sl ands
71 M dway | sl ands 79 Wake |sl and

72 Puerto R co
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4100.33 (Encl 4)
Sep 9, 85

CODESFOR DENOTI NG COVPELLI NG REASONS
FOR | N- HOUSE OPERATI ONS OF
PLANNED CHANGES | N METHOD OF PERFORVANCE

1. IN-HOUSE PERFORMANCE (for entry in field A8)
CODE EXPLANATI ON

A. Indicates that the DoD CA has been retained in-house for national defense
reasons in accordance with subparagraph E.2.a. (1) of this Instruction, -
other than CAs reported under code “C' bel ow.

C. Indicates that the DoD CA is retained in-house because the CA is essential
for training or experience in required mlitary skills, or the CAis
needed to provide appropriate work assignments for a rotation base for
overseas or sea-to-shore assignnents, or the CA is necessary to provide
career progression to a needed mlitary skill level in accordance wth
subparagraph E.2.a. (l)(a) of this Instruction.

D. Indicates procurenent of a product or servicefroma commercia source
would cause an unacceptable delay or disruption of an essential- DoD

program

E. Indicates that there is no satisfactory commercial source capable of
provi ding the product or service needed.

F. Indicates that a cost conparison has been conducted and that the Governnent
s providing the product or servicerat a |lower total cost as a result
of a cost conparison.

G. Indicates that the CA is being performed by DoD personnel now, but decision
to continue in-house or convert to contract is pending the results of a
schedul ed cost conparison.

H. Indicates that the CAis being perforned by DoD ® npl oyees now, but will be
converted to contract because of cost comparison results.

J. Indicates that the CAis performed at a DoD hospital and, in the best
Interests of direct patient care, is being retained in-house.

K. Indicates that the CAis being performed by DoD e nployees now, but a
deci sion has been made to convert to contract for reasons other than cost.

2. USE OF OTHER CODES
Enter an “N’ in tape and card field A8 if the method of performance has

never been reviewed and approved. Do not make an entry in tape or card field
AL

Enter a “Z” in tape and card field A8 if the cost conparison study has
been held in abeyance because of direction from higher authority (such as,
congressional noratorium.
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4100.33 (Encl 5)
Sep 9' 85

ENCLCSURE 5

This enclosure will contain the verbatimtext of Part || of the Supplemeant
to the Ofice. of Management and Budget Circular No. A-76 (Revised) of August 4,
1983. In the interim, DoD Components shall utilize office of Federal Procure-
ment Policy Pamphlet No. 4 (reference (v)). DoD Components shall comply with
Part 1l and the guidance contained in paragraph E. 3. b. of this Instruction.



Part H

VRl TI NG AND ADM NI STERI NG
PERFORMANCE = WORK
STATEMENTS

Supplement
OMB CircularNo.A-76
Performance of Commercial Activities



4100.33 (Encl 3)
Sep 9, 85

u-1
NOTE:

Part Il of the Supplement will be Office of Federal Procurement Pamphlet
No. 4, “Writing and Administering Performance Work Statements,” issued in
October 1980. We are in the process of editing and clarifying the pamphlet
and will publish a notice in the Ister when the final version is
available. No maor procedural changes are anticipated to be made.
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ENCLOSURE 6

This e nclosure contains the verbatim text of Part Il of the Supplement to
the Office”of Management and Budget Circular No. A-76 (Revised) of August 4, 1983.

DoD Components shal | comply with Part 111 and the gui dance contained in paragraph
E.3.c. of this Instruction.
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Part Il

MANAGEMENT STUDY GUl DE

Supplement
OMB Circular No. A-76

Performance of Commercial Activities
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PART IIl - COMMERCIAL ACTIVITIES (CA)
MANAGEMENT STUDY GUIDE
Chapter 1- General
A. OVERVIEW

The CA management study is mandatory (see Part |, Chapter 2, Paragraph
El.). It seeks to identify essential functions to be performed, determine
performance factorsand det erm ne organi zation structure, staffing and operating
procedures for the most e fficient and effective in-house performance of the
commercial activity. The new Government organization becomes the basis of the
Government e stimate for the cost comparison with potential contractors. In this
context, “efficient” (or cost effective) means that the required level of workload
(output, as described in the performance work statement) is accomplished with as
little resource consumption ‘(input) as possible without degradation in the required
quality level of products or services. Resources consumed may include personnel,
time, dollars, supplies, equipment and energy. Effectiveness compares what an
activity or group of people actually accomplish in relation to an assigned mission.

B. SCOPE

Most agencies have formal programs and training for the performance of
management efficiency studies, - and those programs would be appropriate for
“‘conducting CA management studies. This guide does not purport to replace the
agencies own management techniques, but nmerely to establish the basic criteria

and the interrelationship between the management study and the performance work
statement.

C. TIMING

. The CA management study and development of the Performance Work
Statement (PWS) are normally performed concurrently. A job analysis, described in
Part I of this Supplement, is conducted as the initial step in development or
adaptation of the PWS. This analysis must be accomplisned as the initial stages of
the management study. This will ensure that the management study evaluatesthe
most efficient organization based on the outputs, standards, and management
flexibility t o be included in t he PW5, and not on the old methods and procedures.

2. The PWS, which is developed to describe the output performance
standards of the organization under study, should be witten to provide the
maxi num possible anount of flexibility to nmanagers toaccomplishthejob. This
should include eliminating compliance with past regulations and procedures when
more efficient and cost effective ways are known and adequate performance
standards are developed. The management study then develops the most efficient

organization, taking into account the management flexibility provided by the PWS.

3. The PWS does not need to be completely written before the
management study is complete, but the major decisions on performance standards
and whether compliance with the old procedures is mandatory must be made before
the most @ fficient organization can be developed. A routine, scheduled manage-
ment study effort one to twe- years in advance of a prOJected CA cost study can
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provide the opportunity to identify essential mission requirements, determine
performance factors, establish staffing standards, investigate and implement_long ~~
lead time opportunities such as capital investment programs, test alternative
organizations, establish reporting systems for workload and staff hours, highlight
problem areas and generate staffing and dollar savings.

‘D. STUDY TEAM

The management study, ideally, is a team effort which utilizes the talents of
individuals with expertise in management analysis, staffing, position classification,
work measurement, value engineering, industrial engineering, cost analysis, con-
tracting and the technical aspects of the functional area under study. The
objective of the management study team is to find new, innovative, creative ways
to provide the required products or services.

E. CA MANAGEMENT STUDY PRINCIPLES

1. The management study must reflect the best efforts of the activity to
wgrprove the operations of the area under study, with a primary emphasis on the
nition of what must be done (mission of the activity) and the best way of doing
it (methods improvement). The best way to accomplish the essential mission may
involve changed procedures, revised paper flow, restructuring of the organization,
reconfiguration of facilities, . equipment changes elimination or downgrade of
positions and other techniques In order to provide the same quantity and quality of
service with the smallest possible consumption of resources.

2. The most efficient and cost effective in-house organization may include
a recommendation to reduce staffing requirements through consolidating organiza-
tions, activities or functions; eliminating redundant supervision/functions/tasks,
decreasing hierarchical levels; reducing clerical and other support positions,
increasing the span of control and eliminating nonessential positions. If the
management study identifies a need for fewer people in the activity, support areas
should also be investigated for reduced support requirements.

3. The people at the local level designated to perform the management
study should be given freedom to be innovative and creative and develop a new
organization to meet the quantity and quality standards of the old organization
without constraints on their thinking, except for areas covered by law. Senior
‘management may impose restrictions after evaluating the original concept.

F. DOCUMENTATION

The management study is a maor management analytical evaluation of an
organization to determine if the job can be accomplished in a more economical
manner. The results of the study will be used to develop the Government cost to
compare with contractor cost to provide the product or servi ce. The results of the
management study must be documented to show the development and extent of the
analytical process and to record the new Government organization. The Exhibit to
this'Part provides a suggested fotmat for documenting the management study. The
format is not mandatory; however, the management study documentation must
include a discussion of all applicable areas covered in the suggested format. The
document will be the basis on which the agency certifies that the Government cost
estimate is based on the most efficient and cost effective operation practicable.

[
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PART 11l - COMMERCIAL ACTIVITIES (CA)
MANAGEMENT STUDY GUIDE

Chapter 2 - Study Methods

OVERVIEW

Specific techniques used in CA management studies can range the entire
>ectrumn Of work measurement, value engineering, methods improvement, organi-
ational analysis, position management and systems and procedures analysis. In
yme cases, capital investment programs may be available to make the function
ore productive. (These programs should be pursued as quickly as possible because
long acquisition lead time may be required.) The techniques chosen depend on
e type of” function involved and the data, time and analysts available. Some of
e techniques are outlined below; however, details on application of the tech-
ques may be obtained from many management textbooks. Two useful, complete

orks are the Army publication, DA Pamphlet 5- 4- 1, andthe Air Force publi cati on,
FR 25-5, Vol une IL

ANALY SIS TECHNIQUES

There are several specialized analysis techniques which can identify problem
eas, duplication of e ffort, layering of supervision, lost motion, need for delega-
on, inefficient methods, etc. These include flow process charting, layout
alysis, systems and procedures analysis, process’ measurement analysis, work
stribution analysis, linear responsibility charting, functional model and PERT.

TECHNICAL ESTIMATES

This method may be used when there is insufficient time or expertise
ailable for more precise techniques. The technical estimate requires informed
bjective judgments by analysts and functional personnel. Staffing by technical
timate may also include directed positions required by law and regulation.
:asurement methods such as timing a good operator or examination of historical
perience may be used to assist in the development of a technical e stimate. The
sis or reasoning used for the technical estimate should be described in the study.

STATISTICAL TECHNIQUES

Statistical techniques generally use historical data to generate projections of
rkload and staffing. They are useful where historical workload and staff hour
ta are available or can be developed. Statistical techniques offer rapid coverage
4 accurate proiections of staffing and workload. This data can provide a useful
se from which ‘to compare the savings of new ways of doing the job. They should

used in conjunction with the PWS as the basis t0 develop the Government cost
imate.
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PART Ill -- COMMERCIAL ACTI VI TI ES (CA)

MANAGEMENT STUDY GUIDE

Chapter 3 — Performance indicators in the Management Study
A. OVERYIEW

The performance requirements of the PWS are developed curing the nitiz.
job analysis phase of the study when the PWS is belng written OF acapiec.
However, these requirements pertain only to final outputs and assume thatthe
contractor will develop and operate an organization to meet these perfcrmance
requirements. Therefore, it may be necessary for thestudytezmiocevelcs
performance indicators for functions below the final output level toassist:in

development of the in-house organization.
B. PERFORMANCE INDICATORS - IN-HOUSE ESTIMATE

Performance indicators required for development of the in-house
organization should be established at the same time the performance indicators :izr
the PWS are developed. This will ensure that there are no dlscrepan(:|es or
omissions that would ‘" flate or deflate the in-house organization in regard toine
required outputs. The most direct way of evaluating performance is to count
output units and compare to some predetermined requirement. Similarly, resource
requirements can be predicted by comparing average outputs per person <o
projected workload. In some cases,output measures which are easily countedars
difficult or impossible to obtain. In all cases, however, indicators of performance
can be devised. These performance indicators should reflecs the quantitative, as
well as qualitative, aspects of organizational output. When quantitztive measures
are infeasible, other measures, such as effectiveness, timeliness or quality, should
be used.

C. TYPESoOF PERFORMANCE INDICATORS

Performance indicators generally useful in CA management studies are of
five types. quantitative, qualitative, timeliness, effectiveness, and cost.

1. Quantitative. Measure of level of effort or work actually performed.
Examples include number of windows repaired, job orders completed, items issued
and lines typed.

2. Qualitative. Measure of how well outputs were produced agzinstaz
standard. Examples include item reject rates, number of customer complaints anc

accidents per mile. Many times the qualitative standard must be a wri tten
description of the results of the work.

- 3. Timeliness. Measure of the average elapsed time to complete a work
unit compared to a requirement. Examples are. response time, average time to

effect supply issue, average time between submission of a work requesztanc
completion of work. -
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I Effectiveness. Measure of mission performance.  Includes such

measures as percent 01 items inoperable due to nonavaiéablt_ll’fyl of resair parts,
equipment deadllne rates, pest infestation at€ and percent of eligibles utilizinga
service.

5 . Total Cost.- This is an indirect Measure of activity performance
aoolic_ble when there is N0 other adequate measure Or when z majcr manager:za!
responsibility iS to contain costs of performance. Costs can se measurac 33 tzal
or unit cost basis. Cost should seldom be used, as the competitive process WS the
cost comparison will result in the lowest cost to do the job described in the
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PART I
Exhibit

SUGGESTED FORMAT EOR DOCUMENTING MANAGEMENT SNDY

MANAGEMENT STUDY OF (Function) (Installation) -

L Purpose:

~a. Todevelop the optimum organizational structure to accomplish essential
(title of function) function(s).

b. To determine and document the specific management improvements on
which the optimum structure is based.

2. Current Operations:

(This section describes the authorized or?anization and operations at the
start of the management study. The most current of each of the below should be
included).

a Mission Statement

b. | Organization Chart(s)

C. Responsibility of Essential Functions
d. Operation Procedures

e.  Staffing Authorization and Position Structure Documents
f. Technology Utilized

g. Workload Data

h. Personnel Analysis

. Material Analysis .

jo Equipment Analysis

K. Facility Analysis

3. Discussion:;

(In this section the current organization and opergfions -are discussed and
compared to possible new ways of doing the work, The study’s methodology
e mployed is described, and the results and conclusions of the analysis are

presented. Rationale for recommendations in paragraph & should evolve from the
conclusions presented here. Each of the below topics should be addressed.)
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PART 11
Exhibit
a. Mission. (Discuss the current mission and any anticipated changes.)

b. Organization. 0s the structure appropriate to its mission, function,
internal conditions and environment?)

C. Responsibility. (Is authority and accountability properly balanced in the
organization’s hierarchical structure?)

d. Operation Procedures. (Is the system integrated, and does it efficiently
utilize people, material, and equipment?)

e. Staffing Authorization. (Discuss the alternate staffing patterns.)

f. Position Structure. (Is the structure the most effective and economical
based on work to be performed - see OMB Circular A-64, Position Management
Systems and Employment Ceilings.)

Technology Review. (Are available labor-saving systems being

employed?)

h.  Workload Data. (Discuss the current workload and any anticipated
changes.)

. Material Analysis. (Discuss current “and future amounts and types of
material.)

jo Facility Analysis. (Is type and location of the work area conducive to
smooth performance?)

4, Recommendations;

(The argument for the optimum structure is made here with references to
relevant paragraphs in the Discussion section and Appendices. The description of
the recommended organization should include the following proposed items.)
a. Mission
b. Organization Chart(s)
C. Responsibility of Essential Functions
d. Operation Procedures

e. Manpower Authorization Documents

f. Technology Review .

A=1?
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PART I11
Exhibit
e  Workload
h. Personnel
. Material
jo Equipment
k. Facilities

5. Analysis of Resources Impact:

(This section portrays the e ffect of the recommendations upon the overall
organization resources. The following areas should be addressed.)

Funding . (Personnel savings, costs for new equipment? total savings to
Goverament.)

b. Personnel. (Number of grades and spaces increased/decreased.)

c*  Equipment and Facilities. (Cost for those recommended and projected
savings from ther utilization.)
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ENCLOSURE 7

This e nclosure contains the verbatim text of Part IV of the Supplement
to the Office of Management and Budget Circular No. A-76 (Revised) of August 4,
~1983. DoD Components shall comply with Part IV and the guidance contained in
paragraph E.3.d. of this Instruction. Amendments to the Crcular, provided by
Transmittal Memorandum NoO. 1 (reference (w)), have been incorporated inte the
text of this enclosure. The amended areas are€ annot ated in the margin with **
and Appendix D has been replaced in its entirety. (The tables and examples are
for guidance and may not reflect the current factors to be applied.)
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